LIBRARY ASSISTANT FULL TIME - Upstairs Circulation Salary range: $12- $14.00 per hour

*Email resume and 3 personal and 3 professional references to Director@princetonpl.lib.in.us
*Email samples of any social media or marketing materials created

Hours:

40 hours per week.

Monday-Wednesday: 9am-6pm

Thursday: 11:15am-8:15pm

Alternate Each Week: Friday or Saturday: 8:15am-5:15pm

*Schedule may change at the Discretion of the Director, Board of Trustees, and/or
Library needs

Qualifications: High school graduate or equivalent

Proficiency in the use of computers, Microsoft Office, and Internet

Knowledge of and the ability to work with the alphabet and Dewey Decimal system
Ability to plan, organize, and complete tasks with moderate amount of supervision
Ability to get along with people of all ages and temperaments

Ability to climb stairs, bend, use step ladders, and carry up to 20 pounds

Ability to handle money responsibly

Ability to answer and conduct business over the telephone

*Knowledge in multiple Social Media Platforms and the ability to create Social
Media Projects a plus

Tasks: Train and perform required tasks in the following Circulation desk areas: Upstairs, Downstairs,
Technology Lab and Youth Department. Requirements include but not limited to:

1.
2.
3.
4. Assist patrons in using the library such as finding material, answering their questions and

6.

Check materials in and out to patrons including telephone renewals
Collect fines and fees from patrons; make change as needed, record transaction
Input patron information into data base: creating new library cards, alerts, and notes

assisting them in the use of our computers

Assist patrons in the Technology Lab with faxing, scanning, printing, mobile printing, and basic
computer usage

Understand and implement library policies, procedures, and patron services

e Maintain order such as monitoring Youth room, lobby, and other public areas

e Answer telephone in a professional manner, uphold library policies, process daily mail

e Ensure the security of the building upon closing: includes and not limited to making sure bathrooms,
meeting rooms, study rooms, and all areas are clear of patrons. Check to make sure all doors are
locked. Make sure Open and Closed sign upstairs is changed.

e Keep Coordinators apprised of any problem, potential problem, supplies needed

e Process final notifications on overdue items

e Sanitize/disinfect public areas as needed

e Help with seasonal décor around the library: install, maintain, remove, and store items

e Assist with book sales: set up, sales, pack up, and store left over items as needed

e Other duties as assigned by the Coordinators or Director

e Will work closely with Marketing & Programming Coordinator as needed and aligned with skill
sets. May also work with Youth Services, Special Collections, and Local History Coordinators.

*Adopted and approved August 25, 2026

*90-day probationary period, eligible for benefits after probationary period*
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