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ELLSWORTH PUBLIC LIBRARY 
JOB DESCRIPTION 

Part-Time Circulation Assistant 
 
Definition: 
The Circulation Assistant is a public service, clerical, front line position. Employees of this class 
are responsible for staffing the circulation desk, helping library patrons use the library, and 
assisting with all aspects of public library service. Performs, in a professional manner, various 
functions of a responsible nature involving judgment and initiative. 
 
Supervision Received and Exercised: 
Work is performed under the general direction of the Library Director or their designee. 
Generally does not exercise supervisory responsibilities. May be required to instruct library 
volunteers in completion of various tasks. 
 
Job Environment: 
Work is performed under typical library conditions; library hours require some weekend work 
and/or evening work. Operates computers and standard library equipment. Greets patrons and 
answers the phone. Makes frequent contact with the public; may also have contact with outside 
entities, such as vendors, other city departments and community organizations. 
 
Essential Functions: 
(The essential functions or duties listed below are intended only as illustrations of the various 
types of work that may be performed.  The omission of specific statements of duties does not 
exclude them from the position if the work is similar, related or a logical assignment to the 
position.) 

 Provides circulation services to patrons: 
o Checking materials in and out 
o Collecting fees and fines 
o Creating new patron accounts 
o Renewing patron accounts 
o Shelving materials 
o Running reserve and overdue reports 

 Provides assistance in the use of library resources, including electronic resources, to 
patrons. 

 Provides library users with directional and procedural assistance. 

 Offers readers’ advisory service to patrons. 

 Assists patrons with searching the online catalog and placing reserves. 

 Assists with library programming and public relations. 

 Performs shelf and collection maintenance work as assigned. 

 Assists with opening and closing procedures as needed. 

 Performs other related work and special projects when required. 
Expectations 

 Demonstrates a strong work ethic. 

 Takes initiative to get things done with limited supervision. 

 Team player; works with other staff to manage workload and problem solve. 

 Asks questions when unsure how to complete a task. 
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 Positive attitude; calm and pleasant with patrons and staff. 

 Stays busy and asks other staff how to help when there is downtime. 

 Maintains open, friendly and honest communication with co-workers. 

 Personal tasks happen during break time away from the public service desk (e.g. 
personal email, texting, extended personal conversations, social media, reading). 

 
Recommended Minimum Qualifications: 
 
Education and Experience: 
High school diploma or equivalent is required. Prior library or public service work experience is 
preferred.  
 
Special Requirements: 
Must hold a valid motor vehicle operator’s license, or be able to obtain transportation, as 
required, to attend off-site continuing education programs and seminars. Satisfactory 
background check is required. 
 
Knowledge, Ability and Skills: 
 
Knowledge.  Knowledge of the practices, procedures, and techniques of excellent public service. 
Knowledge of public library organization and services. Knowledge of basic computer skills.  
 
Ability.  Ability to handle numerous diverse tasks at one time. Ability to establish and maintain 
effective working relationships with the general public and other staff members. Ability to 
exercise good judgment, tact, and confidentiality consistent with library policy and Maine state 
law. Ability to communicate effectively, both orally and in writing. Ability to instruct library 
patrons in the use of library resources. Ability to use a wide variety of automated library 
programs, including circulation software, online databases, etc. 
 
Skills.  Ability to organize library materials accurately according to the Dewey Decimal System. 
Strong customer service skills. Attention to detail, accuracy, and proficient technology skills. 
 
Physical Requirements: 
Moderate physical effort required in carrying and shelving books, and in performing other 
typical library functions. Frequent standing, walking, bending, reaching, and climbing.  Ability to 
operate a keyboard at efficient speed and accuracy.  Frequently required to sit and talk or hear, 
use hands to finger, handle, feel, or operate objects, tools, or controls; and reach with hands 
and arms.  The employee must regularly lift and/or move materials weighing up to 25 pounds. 
Specific vision abilities required by this position include close vision, distance vision, depth 
perception and the ability to adjust focus. 
(This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change.) 
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