CITY OF EL RENO

OCCUPATIONAL TITLE:  Student Library Aide

DEPARTMENT/DIVISION:  Library

SHIFT: Some evenings Mon-Thurs until 7pm, Saturday mornings 9-1
JOB DESCRIPTION: 
Please fill out an application - found at elrenook.gov/employment. 
Please also provide a written or signed recommendation from two teachers. 
REQUIREMENTS / QUALIFICATIONS
No prior experience is required, but students must be comfortable talking to customers, familiar with a computer, and able to show up for scheduled shifts reliably. Students will be submitted to a drug test before hiring. Once trained, student library aides need to be capable of doing the following tasks:
· Working at circulation desk
· Shelving materials
· Shelf Reading - Make sure books in your assigned sections are in order and tidy
· Making copies
· Answering directional questions
· Responding to phone calls in and in-person questions
· Assist coworkers with preparation for crafts, seasonal decor, and programs
· Communicating with coworkers
· Assisting patrons
· Entering or confirming computer data
Benefits of Being a Library Aide
· Work in a nice, calm environment
· Add new skills to your resume
· Learn about finding resources, which will help with school and college
· Be among the first to know what new books are available
Student Library Aides are expected to be:
· Friendly
· Neat
· Responsible
· Punctual
· Hard working
· Professional
RULES AND EXPECTATIONS
Scheduling
Each month’s schedule will be made in advance. The library is able to make reasonable accommodations for extracurricular activities. Days off and schedule changes must also be requested in advance. Workers must have a reliable means of transportation so they are able to make it to each scheduled shift.
Privacy
Student library aides must keep information about library users private. This includes library materials checked out to friends and family members. This is a state law.
Back Office
· No friends in staff areas
· Keep your things clear of work areas, and walkways.

Circulation Desk
· Keep actions and speech appropriate.
· No friends behind the counter.
· Personal items must be stored in the back staff area.
JOB RESPONSIBILITIES BY PRIORITY
Once a week do the shelf reading. 
ASK for a new task.
Look for ways to make the Library a better place.
1. 1st Priority is always Customer Service. If a customer needs help, make sure they are taken care of first, referring them to the librarian as needed.
2. 2nd Priority are Circulation Activities. Do this every day! Check in all the returned books, and shelve all the books on the cart.
3. 3rd Priority - Walk through the library and push in chairs, pick up trash and reshelve any books and newspapers laying around.

DAILY ROUTINE
1. Put away all your things in the back staff area.
2. Check in with a staff member to see if there are any projects for the day.
3. Check the desk schedule.
4. Circulation Activities.
5. Check in all books from the book return.
6. Shelve books/materials. 
7. Shelf Read – at least once a week or 10 minutes each shift.
8. Walk through the library.
a. Push chairs in.
b. Tidy up around the building.
c. Reshelve any materials laying around.
