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Position Description Form

	POSITION TITLE
	Main Collection Support – First floor of Library
	Name: 

	FULL TIME
	
	PART TIME
	X
	TEMPORARY
	
	
	
	
	

	DEPARTMENT
	PRITZKER MILITARY LIBRARY
	DATE APPROVED
	

	SUPERVISOR
	Thomas Webb/ Teri Embrey

	POSITION DESCRIPTION SUMMARY STATEMENT: To provide patron assistance with navigating the library and answering questions in regards to library programs, membership, and circulation/self check-out.

	

	· ESSENTIAL POSITION QUALIFICATIONS: 
· Public speaking skills
· Personable, articulate, self starter, dependable, organized, and attentive to detail

         Knowledge of or experience with the military, military science, or military history is preferred

	 

	ASSIGNED RESPONSIBILITIES AND DUTIES

	Conducting Patron Tours

	Assisting patrons with circulation and research needs

	Covering the circulation desk in the absence of a library assistant

	Shelving and updating periodicals

	Shelf reading new books and shelving after patrons have departed

	Shelf reading DVD’s

	Straightening up the stacks and floors at the beginning and end of each working day

	Clean display cases of all finger prints
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