Ada

Community
Library

wwwadalib.org SERVICE ASSOCIATE

Branch: Victory Branch, 10664 W Victory Road, Boise, ID 83709
Status/Hours: Part Time, 16 to 19 hours/week, currently scheduled at 19
Starting Wage: $16.15 per hour Position: Open until filled

Summary

Ada Community Library is looking for a friendly, customer service oriented individual to help connect
our patrons with information, ideas, and each other. The Service Associate provides welcoming and
accessible library services to include location of information and materials, public desk service,
technology assistance, and programming.

What you will do:

Customer Service and Circulation Support

e Serve as a point of contact for our patrons. Greeting them in a friendly and professional manner.

e Provide excellent customer service in locating information and materials; by providing basic
reference/reader’s advisory; and in guiding patrons in the effective use of library resources.

e Explain library policies and procedures to patrons and resolve problems and concerns in a
positive manner.

e Provide instruction and technical assistance to patrons in a variety of areas including online
catalogs and databases, the Internet, and other digital media, and in using computers, digital
devices and other equipment.

e Issue library cards, check materials in and out, place holds, schedule rooms, manage library
accounts using our automated system and other circulation tasks.

Branch Operations Support

e Maintain accurate service statistics.

o Complete opening and closing procedures; perform collection maintenance tasks; and offer
general assistance to other support staff.

e Participate in meetings, training, and work committees.

Event Programming
e Plan, present, and/or participate in programs and outreach for children, teens, and/or adults.
e Assists with promotion of programs and services.

Minimum Qualifications:

e High school diploma or equivalent, two years of college level coursework preferred.

¢ Atleast one year of experience in a library, education, customer service, or related environment.

e Knowledge of alibrary's collection, reference materials and general library policies, practices and
procedures.

e Customer service, communication (oral and written), time management, and organizational skills.

o Ability to operate and perform basic troubleshooting of technology, office equipment, and
computer systems.

o Ability to exercise tact, diplomacy, cultural sensitivity, and courtesy when dealing with patrons
and staff; to determine when a situation needs to be referred to senior level stoff.

e Must have flexibility and adaptability to work in a changing, public-facing environment.

e Must be able to work at least one evening a week and some Saturdays.





