








Assistant/ Children’s Librarian

Job Description

Under general supervision,

 Performs paraprofessional work including circulation and clerical duties.

 Provides direct assistance to library patrons through procedures requiring knowledge of computer operations.

 Performs related duties as required.

 Performs simple maintenance duties as needed.

Typical Duties

Duties may include, but not limited to,

 Keeping the children’s sections (preschool through young adult) orderly and inviting, including weeding 

materials in those sections.

 Cataloging, processing and shelving all new children’s purchases.

 Planning and carrying out 10 story hours per year, including a craft and snack for each program.

 Planning and arranging the Children’s Summer Reading Program. May use program from Nebraska Library 

Commission or develop one yourself.

 Decorating library entry table monthly with theme and books for all ages.

 Delivering and presenting a certificate and book to families with a newborn to welcome new babies in the 

community.

 Assisting patrons in finding materials, instructing patrons in using the online public access catalog (OPAC), and 

assisting patrons on the public computers, copy machine and fax machine.

 Shelving returned materials.

 Issuing new library cards and registering new patrons in the computer system.

 Attend monthly library board meetings with a written report or submit the written report in your absence. 

 Assisting Librarian as needed.

 Cleaning, vacuuming, and minor maintenance.

 Filling in for the Librarian when requested.

Knowledge, Skills and Abilities

 Knowledge of the organization of the library.

 Ability to communicate effectively with the general public.

 Ability to use a computer.

 Ability to present storytelling session to groups of children.

 Knowledge of age appropriate materials and activities for youth.

 Skill in searching for materials and information online.

 Ability to repair and process library materials.
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