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	Job Description


	Job Title:
	Circulation Technician
	Location:
	Molstead Library

	Department:
	Molstead Library
	Reports To: 
	Library Circulation/Interlibrary Loan Supervisor

	Division: 
FLSA Status:
	Instruction
Non-exempt
	Grade:
 
	C05




SUMMARY
The purpose of this position is to perform duties at the circulation desk, including: processing and shipping interlibrary loans, checking out and returning library materials, staffing the front desk and providing customer service, and sorting and shelving returned items. This position also performs duties, as needed, supporting materials acquisition and discovery. This position may also lead the work of part-time and student worker staff when necessary.

Essential Duties and Responsibilities:
This list includes, but is not limited to, the following:
· Oversees circulation functions on a regular schedule which includes evening shifts
· Assists Circulation Supervisor with Interlibrary Loans and courier shipments
· Enters and updates patron records
· Checks library materials in and out
· Collects fines and fees that result from overdue, lost, or damaged materials
· Maintains the Course Reserve collection
· Assists Circulation Supervisor in searching for missing materials
· Notifies Circulation Supervisor of items in need of mending, binding, or replacement
· Responsible for opening and closing procedures
· Balances the till on a daily basis and submits the balance sheet and cash to the Library Senior Administrative Assistant for deposit in the Business Office
· Provides assistance to patrons using library copiers, printers, scanners, fax machines, and computers 
· Works with the Circulation Supervisor to oversee shelving of library materials
· In collaboration with Circulation Supervisor, trains and supervises work-study assistants in circulation, shelving, shifts of the collection, and related projects
·  Creates and maintains library displays in collaboration with Circulation Supervisor
· May scan selected documents for digital storage using the library’s book scanner or other designated technology
· Prepares physical materials prior to inclusion in the collection by applying protective covers or cases, bar codes, call numbers, and security tags
· Performs data entry related to materials acquisitions and discovery
· Participates in staff development activities
· Maintains a positive, helpful, constructive attitude, and work relationship with supervisor, college staff, students, and the community

Marginal Duties
· Conducts special projects as assigned by the Library Management Team
· Performs other duties assigned

REQUIRED MINIMUM QUALIFICATIONS 
The following requirements represent the minimum qualifications necessary for an individual to satisfactorily perform each essential duty and be successful in the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the duties. 

Education and Experience		
High school diploma or general education degree (GED) and one-year full-time equivalent experience, in library circulation is required. Experience working with the ExLibris Alma, ORBIS Cascade, or other ILS (integrated library system) is preferred. Experience working in an academic library is preferred.


Knowledge, Skills, and Abilities
· Excellent organizational skills and attention to detail
· Excellent customer service and/or interpersonal skills
· Strong written and verbal communication skills
· Proficient skills in using a personal computer, including Microsoft Office, internet, email, and library systems
· Ability to operate standard office equipment including phone, copier, scanner, printer, etc.

Physical Demands and Work Environment
The physical demands and work environment described here are representative of those that must be met or are encountered by an employee in the normal course of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Physical requirements and environment are typical of those in a general office setting. This job involves regular sitting, standing, walking, typing, moving, lifting objects up to 20 pounds, and exposure to office lighting. A wide variety of standard office equipment is continually used, including phone, fax, copier, printer, scanner, and computer.
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