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Employment Opportunity
Public Services Assistant II
Part Time (24-28 hours/week)
Sodus Township Library

The Sodus Township Library is seeking a Public Services Assistant II to provide friendly, efficient customer service at the circulation desk while supporting behind-the-scenes tasks. Responsibilities include checking materials in and out, issuing library cards, handling patron accounts, and programming. This role requires strong attention to detail, excellent communication skills, and the ability to balance public service with technical duties.
Requirements: 
· [bookmark: _Hlk203048736]High school diploma or equivalent required; additional education preferred
· Previous library or clerical experience required
· Advanced computer skills and familiarity with office equipment
· Ability to learn and use the library’s ILS and other software
· Ability to assist patrons with basic use of library equipment, technology, and software applications in a patient and supportive manner.
· Strong attention to detail and accuracy
· Strong organizational skills
· Excellent communication, interpersonal, and problem-solving skills.
· Ability to work independently and as part of a team.
· Dependability and punctuality required.
· Familiarity with basic repair tools and materials a plus
· Proficiency in library technology including integrated library systems, databases, and office software.
Pay Range: $15 - $19 hr. 
Schedule Expectations: This is a part-time position scheduled 24-28 hours per week, with every other Saturday shifts. Flexibility to adjust schedule based on program needs, coverage and special events is required.  
For consideration send an application and updated resume to ccasper@eauclairedistrictlibrary.org or mail to Sodus Township Library 3776 Naomi Rd. Sodus, MI 49126. 
Application materials will be accepted until the position is filled or an acceptable number of qualified candidates have been received.


Public Services Assistant II
Job Type: Part-time (Non-Exempt)
Supervisor: Director 
Education: High school diploma or equivalent required; additional education preferred

Position Summary:
Part-time Public Services Assistant II provides friendly, efficient customer service at the circulation desk while supporting behind-the-scenes tasks. Responsibilities include checking materials in and out, issuing library cards, handling patron accounts, and assisting with programs. This role requires strong attention to detail, excellent communication skills, and the ability to balance public service with technical duties.
Essential Duties and Responsibilities:
· Greet and assist library patrons in a courteous and professional manner
· Check materials in and out using the library’s integrated library system (ILS)
· Issue new library cards and update patron accounts
· Collect and record fines and fees
· Answer phones and respond to basic patron inquiries
· Assist patrons with account issues, holds, renewals, and overdue materials
· Shelve returned materials and ensure items are in correct order
· Monitor the return drop box and process returned items accordingly
· Enforce library policies with tact and consistency
· Prepare items for interlibrary loan, deliveries, or holds
· Perform opening and closing procedures as assigned
· [bookmark: _Hlk203045703]Maintain cleanliness and organization of the circulation and work areas
· Perform routine cleaning tasks such as wiping down counters, sanitizing shared equipment, straightening furniture, and keeping public areas, including keeping bathrooms clean and tidy
· Assist with special projects or programs as needed
· Perform all other duties as assigned by the Library Director
  
Additional Responsibilities as needed:
· Process new materials for the collection, including labeling, covering, and entering data into the ILS
· Perform minor repairs on damaged books and media

Qualifications:

· High school diploma or equivalent required; additional education preferred
· Previous library or clerical experience required
· Advanced computer skills and familiarity with office equipment
· Ability to learn and use the library’s ILS and other software
· Ability to assist patrons with basic use of library equipment, technology, and software applications in a patient and supportive manner.
· [bookmark: _Hlk203045666]Strong attention to detail and accuracy
· Strong organizational skills and attention to detail
· Excellent communication, interpersonal, and problem-solving skills.
· Ability to work independently and as part of a team.
· Dependability and punctuality required.
· Familiarity with basic repair tools and materials a plus
· Proficiency in library technology including integrated library systems, databases, and office software.

Physical Tasks & Work Environment:
· Lift and move up to 20 lbs and push or pull at least 100 lbs on wheels.
· Engage in extensive bending, stooping, pulling, reaching, kneeling, and crouching. 
· Ability to use ladders and other equipment to complete tasks
· Engage in repetitive tasks.
· Tolerate exposure to dust, dirt, adhesives, toner, and chemicals.
· Willing and able to work evenings and weekends.

[bookmark: _Hlk203046855]Work Schedule:
Part-time, M & Th 10-4pm, T & F 12-6, and every other Saturday 10-2pm. Flexibility is required for special events, training or as needed. 
Salary Range:
$15.00 - $19.00 per hour
Benefits:
Part-time employees are eligible for the following benefits:
· Paid sick leave, holiday pay and vacation
· $10,000 in life insurance coverage (library-paid)
· Option for additional coverage through Colonial Life with payroll deduction
· Professional development opportunities
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