Library Assistant I 
Department: Library  
Hours: Monday, Tuesday, Thursday: 5:30pm-10pm

             Wednesday: 5:30pm-9pm

             Sunday: 12pm-6pm

Parker College is currently seeking a Library Assistant I.  The Library Assistant will report directly to the Library Director.  
Job Objectives:

Process records, sorting and shelving books, and issuing and receiving library materials.  Provide courteous and helpful library assistance. Works under general supervision with moderate latitude for the use of initiative and independent judgment.

Job Responsibilities:

· Maintain accurate circulation records for books, magazines, models, and audio visual collections. Visually inspect books, count bones, inspect organ models, and check audio visual resources upon return to the circulation desk.

· Manage circulation policies and procedures as directed by the Library Director.

· Work with Library Director in assuring coverage of the circulation desk in cases of absences, resignations, terminations, etc.

· Maintain daily count by each category of books or materials and count patrons entering the library.

· Maintain daily overdue records, collect fines and send overdue letters weekly.  Money collected for faxes, fines, and copy cards are to be recorded and sent to the business office weekly.

· Shelve books and magazines when needed.  Collect all Library materials and return to proper location.

· Read shelves periodically.

· Explain rudimentary research to patrons.  

· Assist students in the use of the online Library catalog, electronic journals, and databases.

· Maintain and refill the photocopiers.  Manage service calls for copy cards and copiers as needed. 

· Handle phone calls at the circulation desk and route calls.

· Refer requests to Reference Librarian.

· Keep the library neat and orderly.  

· Monitor noise level.

· Other duties as deemed by the Library Director.

Job Specifications:
Education/Experience: High school diploma or GED with formal training in library studies; experience preferred.

Physical Requirements:  Good communication skills; good hearing and vision; dexterity; ability to reach six- (6) ft. will reach book on shelves; ambulatory; ability to lift at least twelve (12) lbs.

Job Requirements/Skills:  
· Demonstrates good typing accuracy, public relation skills; good use of English grammar, spelling, and punctuation skills; legible handwriting; 
· Displays good organizational skills; computer knowledge; overtime as needed.

Application Process: Please submit resumes and cover letters via e-mail to resumes@parkercc.edu
Parker College of Chiropractic is a nonprofit, co-educational, private professional institution of higher education. The purpose of the College is the preparation of men and women to become Doctors of Chiropractic, who will then serve as primary health care providers and perpetuate chiropractic wellness worldwide for the benefit of all mankind.

Parker College is an equal opportunity employer and affords equal opportunity to all applicants for all positions without regard to race, color, religion, gender, national origin, age, disability, veteran status or any other status protected under local, state or federal laws.
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