CITY OF WEST LIBERTY, IOWA
Library Assistant

DATE: ADOPTED 2020; REVIEWED 5/2023; 4/2026
CLASSIFICATION: Non-exempt DEPARTMENT: Library

SUMMARY/OBJECTIVE

Under the direction of the Library Director and Coordinators, the Library Assistant provides front-
line public service support, including circulation, basic reference and readers’ advisory, materials
handling, and assistance with programs and daily library operations. This position supports a
welcoming, safe, and well-organized library environment for patrons of all ages.

DISTINGUISHING CHARACTERISTICS:

The Library Assistant is a part-time, non-supervisory support position. Library Assistants work
under the overall direction of the Library Director and Coordinators, and may receive day-to-day
tasks or guidance from other designated staff.

ESSENTIAL FUNCTIONS:

Reasonable accommodations to enable individuals with disabilities to perform essential functions

are available.

e Public Service: Provides circulation services; offers basic reference and readers’ advisory
support for patrons of all ages; assists patrons with computers, devices, and basic technology use.

e Materials Handling: Processes library materials, including shelving, shelf maintenance, holds,
and basic physical processing.

e Program Support: Assists with setup, facilitation, and cleanup of library programs, activities,
and outreach as assigned.

e Facility & Environment: Helps maintain a clean, organized, inclusive, and welcoming public
space; follows library conduct, safety, and emergency procedures.

e Team Support: Assists with operational support tasks; works collaboratively and communicates
needs or questions to appropriate staff.

e Professional Conduct: Participates in required training and follows library policies, procedures
and service standards.

QUALIFICATIONS:

e Knowledge of basic library services, customer service practices, or willingness to learn.
Familiarity with computers, office equipment, and common digital tools.

Strong communication and interpersonal skills.

Ability to work effectively with patrons of diverse ages, backgrounds, and needs.
English proficiency; Spanish preferred.

SKILLS AND ABILITIES:

e Ability to carry out assigned tasks accurately and reliably.

Ability to follow established procedures and service standards.
Ability to work collaboratively as part of a team.

Ability to adapt to changing priorities in a public-facing environment.



TRAINING AND EXPERIENCE REQUIREMENTS:

Education: High school diploma or equivalent (GED), or currently enrolled in high school.

Experience: Customer service, volunteer, or public-facing experience preferred, but not

required. Relevant training will be provided.

ESSENTIAL PHYSICAL ABILITIES:

Ability to stand, walk, lift up to 20 Ibs., and perform repetitive motions; ability to communicate
clearly in person and electronically.

SUPERVISORY RESPONSIBILITY:

None.

POSITION TYPE AND EXPECTED HOURS OF WORK:

This is a part-time position, scheduled for 20 hours per week or less, and is not benefit-eligible. The
Library Assistant is expected to provide evening and weekend coverage as part of the regular work
schedule. Hours are based on library operational needs.

DISCLAIMER:

This job description describes the general nature and level of work performed. It is not an
exhaustive list of all duties. Duties may change as needed. Employment with the City of West
Liberty is at-will unless otherwise established by law or contract.

SIGNATURES:

Employee signature below constitutes employee's understanding of the requirements, essential
functions, and duties of the position.

Employee Date
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