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Pos it ion  De sc rip t ion 
Sta ff 

Tit le : Cle rk I – Circulation and  Supp ort Se rvice s  

De p a rtm e nt : Circulation and  Supp ort Se rvice s  

Job  c la ss ifica t ion: Cle rk I /  Re gular 

FLSA s ta tus : None xe m pt  

Em p loym e nt  s ta tus : Full tim e  /  Part tim e   

Hours  /  we e k: 40  /  24 /  16  

Pa y g ra d e :  

Sup e rvisor’s  t it le : Circulation and  Supp ort Se rvice s Manage r 

Sup e rvise s  d ire c t  re p orts : No 

La st  re vis ion: Aug ust 2023 

MISSION 

Be lle vue  Public  Library's  Mission is  to p rovid e  acce ss to  re source s, op portunitie s, and  fac ilitie s  that sup port 
and  e nrich life long  le arning  and  le isure  in the  Be lle vue  com m unity. 

GENERAL SUMMARY 

The  Cle rk I – Circulation and  Supp ort Se rvice s pe rform s che ck-out and  che ck-in of lib rary m ate rials , m ay re -
she lve  lib rary m ate rials  re turne d  to the  d e partm e nt, and  pe rform s all d utie s assoc iate d  with the  c irculation of 
lib rary m ate rials . 

JOB DUTIES 

Circu la t ion a nd  Ma te ria ls  Ma na g e m e nt  

1. Assist patrons with c ircula tion se rvice s in Circulation Se rvice s d e partm e nt. 

2. Che ck in/ out and  re ne w lib rary m ate rials  in Circulation Se rvice s and  othe r d e p artm e nts as ne e d e d . 

3. Coord inate  b ulk loans to and  from  com m unity and  lib rary age ncie s. 

4. Monitor the  d e live ry of pe riod ical subscrip tions. 

5. Coord inate  inte rlib rary loan se arche s and  proce d ure s. 

6 . She lve  and  re trie ve  m ate rials  as  re q uire d . 

7. Unpack d e live ry and  m ail: route  ite m s to ap propriate  d e partm e nts. 

8. Re se rve  lib rary m ate rials  and  m ake  follow-up  contac t with p atrons. 

Pa t ron Assis ta nce  a nd  Te chnolog y Sup p ort  

9. Answe r and  route  incom ing  te le phone  calls . 

10 . Issue  ne w and  re p lace m e nt lib rary card s; assist with re g istration form s. 

11. Assist patrons with b asic  re fe re nce  and  d ire c tional q ue stions. 

12. Pe rform  vote r re g istration. 

13. Assist with Gold e n Bucke ye  Card  re g istration. 

14. Assist patrons with te chnolog y, inc lud ing  com p ute rs, photocop ie rs, e le c tronic  re ad e rs, d ig ital 
d e vice s, fax, e tc . 
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Ad d it iona l Dut ie s  a nd  Re sp onsib ilit ie s  

15. Ope n and  c lose  the  Circulation Se rvice s d e partm e nt and  othe r d e partm e nts as  ne e d e d . 

16. Assist in m onitoring  and  m aintaining  the  d isp lay are as. 

17. Atte nd  and  p artic ip ate  in job-re late d  m e e tings and  we binars. 

 Othe r d utie s as assigne d . 

PERSONAL AND PROFESSIONAL ATTRIBUTES 

All Be lle vue  Public  Library e m ploye e s are  e xpe c te d  to ac tive ly lis te n and  e xe rc ise  se nsitivity whe n working  
with othe rs, d isp lay com m on se nse  and  good  jud gm e nt in busine ss  transac tions, ac tive ly p rom ote  the  Lib rary 
to the  pub lic , uphold  the  hig he st le ve l of hone sty and  inte grity, and  re pre se nt the  Library in a  positive  and  
profe ssional m anne r at a ll tim e s. 

1. Ad aptab ility 

2. Com m unication 

3. Custom e r Se rvice  

4. Ethical 

5. Innovative  

6 . Patron Aware ne ss  

7. Proble m  Solving  

8. Te am work 

GENERAL REQUIREMENTS 

Along  with the  com m itm e nt and  d e sire  to p rovid e  e xce lle nt se rvice  to  lib rary p atrons, a ll Be lle vue  Public 
Library e m ploye e s m ust have  the  ab ility to com p re he nd  and  follow Library polic ie s  and  proce d ure s as 
e stab lishe d  by the  Board  of Truste e s and  d e ve lop  and  m aintain p ositive  working  re lationships with all inte rnal 
and  e xte rnal stake hold e rs.  

Em ploye e s m ust a lso be  ab le  to d e ve lop  an aware ne ss of Library-wid e  ope rations, com m unicate  in the  English 
lang uage , satis fac torily pe rform  all re sp onsib ilitie s of a  spe c ific  job  title , m e e t the  physical re quire m e nts of that 
sam e  job  title , have  the  ab ility to  work accord ing  to  the  p rioritie s e stab lishe d  by the  supe rvisor, ad ap t to  change  
and  e xe rc ise  g ood  jud gm e nt at a ll tim e s. 

CORE TECHNOLOGY REQUIREMENTS 

All Be lle vue  Public  Lib rary e m ploye e s m ust have  a  b asic  und e rstand ing  of we b  browse rs, be  ab le  to pe rform  
basic  inte rne t se arche s, and  pe rform  sim ple  se arche s on the  Library's  online  ca talog .  

In ad d ition, the y m ust also have  a  d e m onstrate d  und e rstand ing  of b asic  com p ute r skills , a  d e m onstrate d  
knowle d ge  of the  Library's  we b  site , d ig ital re source s, com p ute r e quipm e nt, the  ab ility to  use  e -m ail and , the  
ab ility to use  a  word  p roce ssing  p rogram , and  MSExce l or othe r sp re ad she e t p rogram . 

EDUCATION 

 Ed ucation: High School d ip lom a or e q uivale nt is  re q uire d . 

 Ce rtifications or lice nsure : None  

EXPERIENCE 

 Ye ars of re le vant e xpe rie nce : 1 or m ore  ye ars is  p re fe rre d . 

 Ye ars of e xpe rie nce  supe rvising : None  

 Working  knowle d ge  of lib rary re source s, m ate rials , and  se rvice s is  p re fe rre d . 

 Expe rie nce  pe rform ing  c le rical d utie s is  p re fe rre d . 

 Expe rie nce  se rving  and  assisting  custom e rs is  re quire d . 

 Basic  ke yb oard  /  typ ing  skills  re quire d . 
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PHYSICAL DEMANDS AND WORKING CONDITIONS – MODERATE 

1. The  work e nvironm e nt involve s e ve ryd ay risks or d iscom forts  that re q uire  norm al sa fe ty p re cautions 
typ ical of office s, which inc lud e s the  ne e d  for ge ne ral sa fe  workp lace  p rac tice s with office  e q uipm e nt 
and  com p ute rs, avoid ance  of trip s and  falls , and  ob se rvance  of fire  re gulations. 

2. The  noise  le ve l in the  work e nvironm e nt is  usually m od e rate . 

3. This position is  pe rform e d  in an office  se tting  althoug h off-site  m e e tings in various se tting s occur. 

4. Lifting  m od e rate  ob je c ts  up  to 50  pound s and  carrying  the m  short d istance s  [50  fe e t or le ss] is  re quire d . 

5. Must be  ab le  to p ush/ pull a  cart of m ate rials  we ig hing  up  to 100  pound s. 

6 . Will re quire  working  irre g ular hours, inc lud ing  e ve nings  and  we e ke nd s. 

7. No local trave l by pe rsonal autom obile  is  re q uire d . 

 

The  inte nt of this  position d e scrip tion is  to  p rovid e  a  re pre se ntative  sum m ary of the  m ajor d utie s and  
re sponsib ilitie s pe rform e d  by incum be nts of this  job . Incum be nts  m ay be  re q ue ste d  to pe rform  job -re late d  
tasks othe r than those  spe c ifically p re se nte d  in this  d e scrip tion. Re asonab le  accom m od ations will be  m ad e  
for pe rsons with d isab ilitie s cove re d  by the  Am e ricans with Disab ilitie s Act [ADA] in accord ance  with its  
re quire m e nts. 
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