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NEWTON COUNTY LIBRARY SYSTEM 

 
 

JOB TITLE: Library Assistant Public Services 
FLSA: Part- time 

 
DESCRIPTION:  
  
Under close supervision of the Branch Manager or Public Services Coordinator this position will 
work the public service desk assisting patrons with circulation and information transactions, 
including additional duties as assigned. The position may work mornings, afternoons, weekends 
and evening hours as needed. 
 
BENEFITS:  
This is a part-time non-exempt position with no benefits.  
 
PRIMARY DUTIES:   

- Serves as a point of service for all Public Service Desk duties while maintaining a 
professional appearance. 

- Behaves in a manner appropriate to a public setting.  Performs reliably, dependably with 
a good record of attendance, punctuality, flexibility and time management. 

- Check books and other items out and using the EVERGREEN/PINES computer system and 
RFID technology. 

- Renew materials place items on hold for patrons. 
- Collect any outstanding fines, fees, or other assessed payment from library customers. 
- Assess damage of titles as they are returned to the Library and charge the appropriate 

customer for the damage. 
- Prepare titles to be placed on the Holds Shelf for customer to pick up in order to check 

out of the Library. 
- Receive and unpack books and other items sent via PINES courier. 
- Assist customers with use of computers and computer programs. 
- Prepare Public Service desk areas for services on a daily basis with needed supplies. 
- Pack books and other items for shipment to other PINES libraries via courier. 
- Answers customer questions concerning circulation rules.   Solves issues  library 

customers may have with their library account. 
- Assist telephone callers by directing their calls to appropriate service desks, offices or 

work areas within the library. 
- Assist telephone callers by looking up titles in the PINES catalog to find if the library, or 

any other PINES library, owns the title and if that title is on the shelf ready to check out. 
- Assist telephone callers who wish to have a title placed on hold in PINES. 
- Accept payment from telephone callers for fine and fee amounts by utilizing credit card 

transaction terminals. 
- Add new customer accounts to PINES computer database, as well as check daily the 

newly added customer accounts to PINES for correctness. 
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- Edit PINES customer account records, on line, to assure continuity and correct entry of 
information.  

- Direct customers to items or sections of items in the library’s collection. 
- Place books in order on book truck. 
- Shelve books in appropriate sections of the Library’s collection of materials. 
- Assist with special projects. 
- Complete other duties as assigned. 

 
EDUCATION  
 

             High school diploma or GED. 
Must have reliable transportation to and from Library to work assigned hours. 

 
REQUIRED KNOWLEDGE AND SKILLS: 

- Must be able to successfully learn to operate a credit card terminal. 
- Must be proficient with computers and computer programs using the Windows 

environment (MS Office Suite, internet searches and email). 
- Must have excellent communication and good customer service skills. 
- 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 be able to take direction and work under supervision. 
- Must have legible hand writing. 
- Must be able to lift boxes of materials weighing no more than 50 lbs. 
- Must be able to establish and maintain effective working relationships with other 

employees and library users. 
 


