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NEWTON COUNTY LIBRARY SYSTEM 
JOB DESCRIPTION 

 
 

JOB TITLE: Library Assistant, full time.  
 
DESCRIPTION:  Under close supervision of the Public Services Coordinator will 
perform clerical library duties including; check out and check in of library materials, 
collect fines and fees from library patrons, solve basic issues with patron PINES 
account, process library cards, assist patrons with basic computer issues, assist with 
library programming, process hold reports, call patrons to inform them of hold items, 
receive and pack PINES transit books, assist library patron with in-person and phone 
information requests, assist patrons with finding library materials and perform other 
duties as assigned.  
 
The position will work a combination of weekdays, nights and weekends. 
 
BENEFITS:  This is a full time, non-exempt position with benefits. 
 
PRIMARY DUTIES:   

- Assist with library programming for adult and children’s as needed.  
- Assist patrons with basic computer issues. 
- Check materials in and out of the Library using the EVERGREEN/PINES 

computer system. 
- Renew and place holds on materials using EVERGREEN/PINES. 
- Collect any outstanding fines, fees, or other assessed payment from library 

patrons. 
- Assess damage of titles as they are returned to the Library and charge the 

appropriate patron for the damage. 
- Prepare titles to be placed on the Holds Shelf for patrons. 
- Prepare, receive and unpack books and other items sent via PINES courier. 
- Solve routine issues and disputes with library patron accounts. 
- Assist patron requests via telephone including locating titles in the PINES 

catalog, renewing and placing holds. 
- Add and edit patron accounts to EVERGREEN/PINES computer database. 
- Direct patrons to items or sections of items in the library’s collection. 
- File paperwork. 
- Complete other duties as assigned. 

 
SECONDARY DUTIES: 

- Place materials in order in order using the Dewey Decimal System. 
- Shelve and organize materials using the Dewey Decimal System in appropriate 

sections of the Library’s collection. 
- Assist with special projects. 
- Complete other duties as assigned. 

EXPECTATIONS: 
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- Must have worked with computer programs, in a Windows environment, that 

involves input of information and sorting of information via database format. 
- Must have familiarity with the Newton County Library and services offered to the 

public in the Library. 
- Must be able to successfully learn to operate a credit card/debit card terminal. 
- Clothes worn must be neat, clean, presentable and in accordance with the 

library personnel policy.  A library badge of identification must be worn at all 
times when working in the Library.  

- Must be courteous to library patrons and other staff members at all times. 
 
 KNOWLEDGE AND SKILLS: 
 

- Advanced skills with computers and computer software as well as programs 
including Microsoft Office.  

- Strong knowledge of current technology such as iPads, Nooks, Kindles, and 
other applications.  

- Must have excellent customer service skills to handle library patron/staff issues. 
- Must have excellent written and verbal communication skills. 
- Must be able to take direction and work under supervision. 
- Must be able to lift boxes of materials weighing no more than 25lbs. 
- Must be able to push book cart weighing up to 100 lbs. 
- Must be able to sort and file alphabetically and numerically. 
- Must understand the Dewey Decimal System to shelve titles. 
- Must possess good mathematical skills and abilities to accurately resolve library 

patron bills and accounts.  
- Must be able to read numbers and letters rapidly and accurately. 
- Must have legible hand writing. 
- Must be able to establish and maintain effective working relationships with other 

employees and library users. 
- Must have reliable transportation to and from Library to work assigned hours. 
- Associate’s or Bachelor’s degree preferred.  
- Previous library experience preferred. 


