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MITBC Circulation Assistant/Clerk
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POSITION DESCRIPTION
Mid-Illinois Talking Book Center
Job Title:
MITBC Circulation Assistant/Clerk
Pay Grade:
1 - 3
Classification:
Non-Exempt, Support
Summary:
The MITBC Circulation Assistant/Clerk provides assistance in the circulation/collection of Talking Books.
Supervised by:
The MITBC Circulation Supervisor provides continuing or individual assignments by indicating generally what is to be done, limitations, quality and quantity expected, deadlines, and priority assignments.  The MITBC Circulation Assistant/Clerk uses initiative in carrying out recurring assignments independently without specific instruction, but refers deviations, problems and unfamiliar situations not covered by instructions to the supervisor for decision or help.
Supervises:
(None)
Interacts with:
ALS staff, Talking Book Centers’ staff, MITBC patrons
Responsibilities and Job Functions:

· Charge and discharge books on KLAS system.
· Pull books from shelves in preparation for circulation and shelve returned books.
· Participate in XESS process.
· May assist in answering telephone.
· May assist in machines as needed.
· May assist MITBC Circulation Supervisor in supervision of day-to-day circulation activities.

· Other duties as assigned.

Qualifications and Requirements:
Education and Experience:

High school diploma or equivalent preferred, no previous experience required.
Knowledge, Skills, and Abilities:

· 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.

Physical Demands:

The work requires some physical exertion such as long periods of standing; recurring bending, crouching, stooping, stretching, reaching, or similar activities such as climbing up and down a ladder to retrieve and replace books; recurring lifting of moderately heavy items such as boxes up to 35 pounds above the waist; pushing carts (on wheels) of up to 250 pounds; and repetitive use of the wrist, forearm, and hands.
Work Environment:

The work environment involves everyday risks or discomforts requiring normal precautions typical of such places as offices, meeting and training rooms, libraries, residences, and commercial vehicles, i.e., use of safe work practices with office equipment, avoidance of trips and falls, observance of fire regulations and traffic signals, etc.  The work area is adequately lighted, heated, and ventilated.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the position.  The noise level in the work environment is moderately quiet.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
� Note: Duties included as “other duties as assigned” should not be considered essential duties.
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