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Job Title: Library Clerk 
 
Director’s Comments About the Position:  
The Youngstown Free Library is hiring part-time Library Clerks this fall. These clerks will 
join our team in making the Library a welcoming, respectful, tidy, organized, and helpful 
place for everyone in our community.  
 
Ideal candidates would be cheerful, kind, efficient, and detail-oriented folks who are able to 
bend low and lift high, and who are comfortable learning new skills with computers. Could 
this be you? 
 
• 13-20 hours per week, including evenings and Saturdays 
• Pay increases to $14.70 after probationary period 
• Regular weekly work schedules  
• A kind, respectful, and supportive workplace 
 
 
General Description: 
The Clerks are vital members of a team that works together to provide an outstanding 
library operation. Library Clerks assist patrons with both the use of the library collection 
and the general policies/procedures of the library. They perform the routine library clerical 
duties necessary for the proper organization and distribution of library materials. They may 
work alone and open or close the building based on their shifts. However, because of the 
Library’s small size, the Clerk must also be flexible enough to assist wherever help may be 
needed. 
 
 
Major Responsibilities:  
1. Provides information to the patrons on library policies and procedures. 
2. Inspects returned library material for damage. 
3. Repairs damaged library materials. 
4. Performs routine searches of computer records. 
5. Performs routine searches of library materials. 
6. Issues borrower cards according to library procedures. 
7. Performs routine circulation, reserve, and overdue functions. 
8. Operates office technologies such as photocopiers, scanners, printers, fax machines, 
label makers, computers, and smartphones/tablets. 
9. Receives calls and emails; takes messages and returns calls and emails as necessary. 
10. Calls and emails patrons to deliver messages or information on library materials. 
11. Shelves library materials; shelf-read collections as needed to keep them neat and in 
proper order. 
12. Assists in maintaining the collection database by cataloging and processing new 
materials and records, deleting discarded materials and records, checking files for 
accuracy, and participating in periodic inventories. 
13. Provides services to patrons throughout the Library while maintaining services by 
phone and at the Circulation Desk. 
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14. Provides collection and technical help to library patrons over the phone, in person, and 
digitally. 
15. Process loans to and from other libraries. 
16. Assist or run programs as needed. 
17. Assist in maintaining new book displays and in the preparation of special displays 
during the course of the year. 
18. 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. 
19. Assist in keeping the library clean and tidy as necessary. 
20. Monitor patrons’ behavior in the library. 
21. 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. 
Director’s note: Evenings and Saturdays will be required in this position. 
 
 
Qualifications: 
1. High school diploma or GED 
2. Ability to work neatly and with attention to detail 
3. Working knowledge of library services and practices 
4. Working knowledge of office terminology, procedures and equipment as applied to 
library clerical work 
5. Good knowledge of library filing and shelving rules 
6. Ability to understand and follow oral and written instructions 
7. Ability to plan, coordinate, and supervise the work of volunteers 
8. Ability to operate an alphanumeric keyboard accurately 
9. General technology skills, including email, Office, G Suite, e-readers, smartphones, iPads, 
and the ability to 
teach oneself technology skills. 
10. Tact and courtesy in dealing with the public 
11. Ability to lift and push at least 25 pounds. 
Library experience is highly desirable. 
 
The Youngstown Free Library does not discriminate in hiring on the basis of age, race, 
color, religion, sex, gender identity, sexual orientation, physical disability, genetic 
information, marital status, pregnancy, caste, or national origin 
 
The complete Personnel Policy is available at 
https://youngstownfreelibrary.org/policies/personnel.pdf 
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