Hiring Part-time Library Page

Position Summary:
The Cresco Public Library has two (2) part-time (5 - 10 hours per week) positions open for an individual who loves to read, learn, and help others. Hours would be evenings from 4-6, 4-7 and Saturday mornings from 8:45-12. 
A successful candidate will be self-motivated, proficient in technology, customer-service oriented, able to work with a diverse population of adults and children, and able to handle a fluctuating workload, which can include and is not limited to standing, sitting, kneeling, stooping and/or lifting. The position provides general reference services, computer and device assistance, shares job duties with staff, and other projects as assigned. 

Hourly pay is $9 and includes IPERS retirement program for qualifying individuals. 

Qualifications:
Must be 14 or older.
High School Diploma not necessary. 
Strong communication skills.
Previous experience in customer service preferred. 
Proficiency in Microsoft Word, Google Suite, E-Mail, and computer navigation. 
Ability to assist patrons with technology. 
Ability to alphabetize and put things in numerical order.
Ability to lift, bend, and reach up to 25 lbs.


Deadline: April 10 at 5 pm CST.  

A part-time City of Cresco job application can be found at the library or https://www.cityofcresco.com/city-employ. 

Documents are to be submitted to Jordyn Moore, Director, 320 N Elm St, Cresco, IA 52136 or via email jordyn@cresco.lib.ia.us

The City of Cresco is an Equal Opportunity Employer. 















JOB TITLE:  LIBRARY PAGE						  (Part-Time) 

SALARY: $9 or commensurate with experience
HOURS: non-exempt Part-time, up to 15 hours per week
SCHEDULE: Weeknights 4 – 6 pm or 4 -7 pm, and Saturdays 8:45 am – 12 pm
REPORTS TO: Library Director
Cresco Public Library is an Equal Opportunity Employer.

NATURE OF WORK:
Under supervision, this position helps shelve and organize library collection materials and help prepare the library for program use. The position reads shelves, conducts circulation transactions, and applies acquired knowledge to help patrons locate physical or digital materials. 

DUTIES AND RESPONSIBILITIES:
· Shelves library materials correctly, and, when necessary, shifts materials on the shelves to make room for items waiting to be shelved.
· Notes any problems related to shelving, items needing repair, etc., and reports this to Library Director
· Assists library staff with ongoing collection management
· Performs clerical tasks such as typing, computer data input, maintain files, sorting mail, etc.
· Shelf read the library collection on a regular basis to ensure the accuracy of the shelved items and searches for missing items when requested. 
· Performs other duties as assigned. 


ABILITIES AND KNOWEDLGE REQUIRED:
· Ability to read, understand, and follow oral and written instructions
· Ability to assist patrons with software such as Microsoft Office Suite, Google Suite, and Windows.
· Ability to proofread and file according to alphabetical and numerical systems in order to organize and shelve library materials correctly throughout the library. 
· Ability to communicate effectively in a pleasant manner with all members of the public and co-workers. 


PHYSICAL DEMANDS:
· Ability to lift, bend, and reach up to 25 pounds.
· Ability to push and pull library book carts.
· Stand for a long period of time. 
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Application For Part Time Employment

We consider applications for all positions without regard to race, color, religion, creed,
gender, national origin, age, disability, sexual orientation, citizenship status, genetic
formation or any other legally protected status.
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List professional, trade, business or Civic activities and offices held. You may exclude membership which
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State any additional information you feel may be helpful to us in considering your application.

Employment Experience

‘Start with your present or last job. Include any job-related military service assignments and volunteer activities. You
‘may exclude organizations which indicate race, color, religion, gender, national origin, disabiliies or other protected status.
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Applicant’s Statement

1 certify that answers given herein are true and complete.

I hereby understand and acknowledge that, unless otherwise defined by applicable law, any employment
relationship with organization is of an "at will” nature, which means that the Employee may resign at any time and
the Employer may discharge Employee at any time with or without cause.

In the event of employment, | understand that false or misleading information given in my application or
interview(s) may result in discharge. | understand, also, that | am required to abide by all rules and regulations of

the employer.

R

Signature of Applicant

Date
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Application For Part Time Employment

We consider applications for all positions without regard to race, color, r
creed, gender, national origin, age, disability, sexual orientation, citizenship
status, genetic information or any other legally protected status.

WE ARE AN EQUAL OPPORTUNITY EMPLOYER





