
Youngstown Free Library          240 Lockport St. Youngstown, NY 14174 

                                                                   (716) 745-3555 www.youngstownfreelibrary.org 
 
JOB TITLE:  Temporary Library Clerk (position runs for the calendar year 2018) 
 
SUPERVISOR:  Library Director 
 
GENERAL DESCRIPTION; The Library Clerks have responsibility for shelving and stack 
maintenance. filing and a variety of other tasks.  The Director assigns each Clerk specific tasks; 
however, because of the Library’s small size, the Clerk must be flexible enough to assist wherever 
help may be needed.  The Clerks are vital members of a team that works together to provide an 
outstanding library operation. 
 
MAJOR RESPONSIBLITIES; 
 
1. Shelves library materials; keep collections neat and in proper order. 

2. Assist in maintaining the database by processing new books, deleting discarded materials 
records, and checking files for accuracy, and participating in periodic inventories. 

3. Assist, as necessary, in operating of the Circulation Desk. 

4. Assist, as necessary, in providing help to library patrons. 

5. Assist in the handling of bulk loans from NIOGA and, as necessary, in the handling of inter-
library loan material. 

6. Assist in typing, filing and copying as assigned. 

7. Assist in the processing of overdue notices, as needed. 

8. Assist in maintaining new book displays and in the preparation of special displays during the 
course of the year. 

9. Meet regularly with the Director in staff meetings, develop skills to meet new demands of the 
operation, and generally assist the director in maintaining the smooth operation of the library. 

10. Assist in keeping the library clean and tidy as necessary. 

11. Other duties as assigned by the library Director. 

TYPICAL WORK WEEK; The Clerks’ total weekly hours and specific schedule are assigned by 
the director and depend on the nature of their specific responsibilities, the staffing needs of the 
library, and the budgetary guidelines established by the Board of Trustees. Evenings and 
weekends are required. 
 
QUALIFICATIONS: 
 
1. High school diploma 
2. Ability to work neatly and with attention to detail. 
3. General clerical skills, including basic typing/keyboarding. 
4. Good communication skills and ability to work effectively with the public. 
5. Library experience is highly desirable.  
 
COMPENSATION: $11/hour 


