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Mid-Illinois Talking Book Center Circulation Clerk
The Alliance Library System (ALS) seeks a Circulation Clerk in its Mid-Illinois Talking Book Center to provide
assistance in the circulation/collection of Talking Books.

Responsibilities include the ability to: 
· Pull books from shelves in preparation for circulation

· Inspect, check-in and re-shelve returned books

· Shift books

· Update machine files in computer.

· Maintain and monitor inventory of machines, accessories, and catalogs.

· Send out new and replacement machines.

· Clean, inspect, perform minor repairs and reports on all incoming machines; other duties as assigned.
Physical Requirements:

· Ability to lift 35 pounds above the waist

· Pushing carts on wheels of up to 250 pounds

· Repetitive bending to the floor and reaching high above the head

· Ability to climb up and down a ladder to retrieve/replace books

· Repetitive use of wrist, forearm, and hands

The ideal applicant would possess the following:

· High school diploma or equivalent preferred 

· Basic computer skills and working knowledge of Microsoft Office software.
· Excellent customer service skills and telephone etiquette.

· Ability to work in a fast-paced, team environment.

· Ability to display high levels of attention to detail.

· Ability to obtain a valid Illinois driver’s license and have a minimum of one year driving experience.

The salary for this position is $8.00-$9.00 per hour.  Starting pay will be based on qualifications and experience.  Alliance Library System offers the following benefits:

· 7 ½ hour work day

· Health, dental and vision insurance

· 13 paid holidays

· 15 paid vacation days

· 2 paid personal days

· 12 paid sick days

· Participation in IMRF (Illinois Municipal Retirement Fund)

· Participation in pre-tax retirement savings plans

Please send resume, letter of application and three references to:

Via Mail

Morgan Cadwalader

Human Resource Administrator

Alliance Library System

600 High Point Lane

East Peoria, IL 61611

Via Email
Morgan Cadwalader: mcadwalader@alliancelibrarysystem.com

Via Fax

Morgan Cadwalader: 309.694.9230

All applications are due by 9:00 AM on Tuesday, September 23.
Alliance Library System is an Equal Opportunity Employer.
ALS USE ONLY
Post on Peoriahelpwanted.com, ALS Website and with other Systems on September 9, 2008

Resumes and Apps due to Morgan by 9:00 AM September 23, 2008

Decisions for interviews made in the afternoon of September 23, 2008

Schedule Interviews on September 24-25, 2008
Interviews conducted on September 30 – October 1, 2008

