Job Description: Library Assistant - Program/Event Planner and  Coordinator
PROGRAM/EVENT PLANNER AND COORDINATOR JOB DESCRIPTION 

Reports to: Director

Summary: Program/Event Planner and Coordinator Assistant provides excellent customer service for patrons as well as planning and promoting programs and events to serve all ages in our community.
Essential Job Duties:

· Assist patrons with all circulation related transactions such as, checking items in and out; processing holds; registering patrons; initiating and processing requests through SILO.
· Answer phones, make copies, send faxes, answer reference questions.
· Check the book drop at the end of each shift, checking in all items and running each item through the sanitizer.
· Return materials to the shelves in accurate order.
· Read shelves to make sure they’re in correct order and straighten shelves.
· Understand and apply library policies and procedures in daily work.

· Provide reader’s advisory for children and adults.

· Assist patrons with use of library’s computers, as well as software and applications related to the library.

· Establish and maintain positive, effective relationships with patrons and co-workers.

· Identify and prioritize work duties in order to best meet patron and library needs.

· Work alone in library during open hours, including evenings, and weekends.

· Plan special events and programs at the library to increase patron visits plus to meet needs in the community This includes but is not limited to scheduling speakers, programs, and activities, acquiring prizes; promoting the events/program through bulletin boards, displays, posters/flyers, handouts, Library News articles, and updating the website and facebook.  Attending the events is required so as to welcome and interact with the attendees and presenter plus to ensure the event goes well. The highest volume of events will take place during the summer reading program. 
· Change book displays, bulletin boards, and holiday decorations.
· Works approximately 15 -20 hours per week (more hours in the summer).

· Other duties as assigned by the Director

Skills and Traits:

· Ability to effectively communicate both orally and in writing with patrons and co-workers.

· Possess strong computer skills, including MS Office, Canva, PLOW/ Concrete Five, and Apollo LS.

· Pay attention to details.

· Enjoy working with public.

· Enjoy sharing information about books.

Qualifications:
· 18+ years old

· Minimum: High School Diploma

· Experience working with the public
· A love of books and literacy 
Physical Requirements:

· Carry up to 20 pounds for forty-paces.

· Bend, stoop, climb and/or stretch adequate to reach top and bottom book shelves.

· Successfully pass a background investigation.

· Pay Range: 2025: $13-15 per hour
