Title: LIBRARY ASSOCIATE | NEW ORLEANS

PUBLIC LIBRARY
SPEAKING VOLUMES

Job Description:
This is an entry level para-professional position in the New Orleans Public Library System. Employees in
this class are responsible for providing excellent customer service and performing varied clerical work
relating to the operation of all areas of a library. Duties include but not limited to: serving patrons with
a strong customer support attitude at the library service desk by telephone and/or in person;
processing library materials for distribution and assisting staff with special projects, programs or a
specialized library department. Supervision is received from a superior who assigns tasks and reviews
work for achievement of desired results. The ability to have a general knowledge of a variety of subject
areas is recommended.

lllustrative Tasks:

e Opens and closes the service points or location; charges and discharges library materials; compiles
departmental statistics; assists patrons by telephone and in person with routine procedural and
directional questions; processes and issues library cards; assists patrons with automated products.

e Screens new library materials for errors and makes corrections as needed; barcodes and links
materials, as required; edits records in bibliographic database.

e Verifies patron and circulation information by use of computer terminal; processes reserves; empties
book drops and returns materials to the designated branch for processing and re-shelving.

e Collects fines for materials and fees from patrons residing outside of the library taxing district.

e May be assigned to balance cash receivables and process deposits to Business Office.

e Searches shelves for claim returns and reserves; notifies patrons when reserves are available.

e Processes donations paperbacks, periodicals and rental books for circulation; updates item records in
the computer for library materials; types spine labels; makes minor repairs to books.

e Assists with special projects, programs or specialized library area; operates audio-visual equipment.

e Maintains Library materials and equipment in an assigned library area.

e Maintains supplies and equipment inventories and requisitions new supplies as needed.

e Performs related lower level work as required.

Knowledge, Abilities, and Skills:

e Positive Attitude toward public service work

e Self Starter

e Knowledge of the general rules and regulations of the public library system.

e Knowledge of library circulation.

e Considerable Knowledge of customer service principles and techniques Ability to file alphabetically and
numerically.

e Ability to communicate in verbal and written formats.

e Ability to handle simple monetary transactions. Considerable Ability to accurately perform data entry
work on a computer workstation. Considerable Ability to understand, follow and communicate verbal
and written instructions.

e Ability to learn routine and specific tasks within a reasonable time period.

e Ability to deal tactfully and courteously with the public.

e Ability to make decisions in accordance with library policies and procedures.
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Minimum Qualifications Requirements:
e A Bachelor’s Degree from an accredited college or university
e One year of clerical or customer service experience
e Must be able to work nights and weekends.
e Must be able to stand for extensive periods of time during the work day
e Must be able to lift 25 Ibs.
e Must be able to work at any location in the New Orleans Public Library System

Annual Salary: $26,807
0 Benefitsinclude: Longevity Pay, Annual Leave, Sick Leave, Paid Holidays, Health, Life, Dental, Vision
Insurance and Pension Participation.

How to Apply:
0 Understand the application procedure through the City of New Orleans Civil Service Department:
http://cityofno.com/pg-31-8-applying-with-civil-service.aspx

0 Prepare the following documents:
= Personal History Form: http://cityofno.com/Portals/Portal31/Resources/PersonalHistory.pdf
= Application for Examination: http://cityofno.com/Portals/Portal31/Resources/AppForExam.pdf
= An original official Transcript or diploma reflecting a Bachelor’s degree from an accredited
college or university

0 Apply in person at the City Hall Civil Service Office listed below. If you can not apply in person, please
mail your documents to the address below:
Civil Service Department
Room 7W03, City Hall
1300 Perdido Street
New Orleans, Louisiana, 70112
(504) 658-3500
Mon-Fri, 9a-5p

0 If you meet the application requirements, Civil Service will notify you by mail of your exam location,
date, and time. Test taking is generally held at City Hall. Take the test.

0 Once you meet the requirements above, Civil Service will notify you that you have been added to the
“register” for the position. The register is used by the New Orleans Public Library to contact candidates
they would like to interview.

0 After you have been added to the register please email your resume, cover letter, and rank band
position for additional consideration to hr@gno.lib.la.us

T: 504-596-2607

Human Resources F: 504-596-2659

New Orleans Public Library hr@gno.lib.la.us

219 Loyola Avenue www.neworleanspubliclibrary.org
New Orleans, LA 70112 .. .Speaking Volumes

0 Employment offers are conditional upon a successful drug screening, background check, and reference
checks. The New Orleans Public Library is an Equal Opportunity Employer.
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