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     Position:   Library Assistant 
     Department:   HC Public Library 
     Classification:  Regular Full-Time 
     Salary:   $15.00/hour   

     Probation Period:  Six (6) Months 
 
______________________________________________________________________ 

 
GENERAL STATEMENT OF DUTIES 
Performs a variety of tasks including clerical, program, organizational, and administrative duties 
according to the needs and services of the Library system. Performs related work as required. 

 
DISTINGUISHING FEATURES OF THE CLASS 
An employee in this classification must provide professional and courteous service to patrons, 
work independently on an assigned project, and successfully balance all workloads.  Must also 
be able to operate and understand a circulation/cataloging system and the importance of 
maintaining the resources of the Library.  Work is performed under the immediate supervision of 
the Library Director. 

 
ESSENTIAL FUNCTIONS 
Primary responsibility is for the courteous reception of patrons and providing assistance to meet 
and or exceed their needs.  Interacts with the public and is accepting of complaints, requests, 
and suggestions. 

 
EXAMPLES OF WORK  

- Greet patrons when they enter/leave the library.  
- Assist and provide direction to patrons for the various library resources available.  
- Properly check out material requested by a patron. 
- Operate a circulation/cataloging computer program. 
- Search Library resources for materials available through inter-library loan.  
- Place inter-library loan requests.  
- Accept returns of inter-library loans and follow the procedure for return to the 

appropriate library.  
- Receive returned library materials, check-in, and return to appropriate shelves. 
- Provide basic instruction on resource use within the library, including computers.  
- Enter new materials into the circulation/catalog, prepare them for patron use and 

place them on the new materials shelves.  
- Perform special organizational and maintenance projects as requested.  
- Maintain a neat and organized appearance of the library.  
- Develop, create and perform library programs as requested.  
- Keep the director informed of any complaints, concerns or requests made by 

patrons.  
- Communicate any need for supplies.   
- Communicate any situations or occurrences with the director. 
- Maintain accurate records. 
- Receives, screens, and directs telephone communication.  Takes/delivers messages 

as needed.    
- Operate standard business machines including computer, 10 key, fax, copier, and 

phone system. 
- Typing, processing simple documents, recording data, filing, faxing, copying, 

preparation of forms, memos, letters, and reports. 
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- Assists with the collection of fees. 

- Performs related tasks as required. 
 
WORK CONDITIONS 

- Ongoing contact with patrons to provide library services. 
- Frequent work interruptions occur to accommodate patron needs. 
- Frequent independent work assignments. 
- Occasional need to work alone without other staff assistance. 
- Employees of this position may be subject to working hours beyond that of a normal 

scope and may be required to report for duty under emergency conditions. 
- Physical efforts involve standing, sitting, reaching, walking, and lifting up to 25 lbs. 
- Extended periods of sitting/standing and use of computer keyboards/monitors. 
- Infrequent exposure to the elements and adverse conditions. 

 
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES 

- Ability to communicate appropriately with all ages of patrons.  
- Ability to enforce rules and policies of the library with situational understanding.  
- Excellent communication skills for expressing or exchanging ideas.  
- Willing to work for the best interests of the Public Library.  
- Ability to understand and follow specific oral and written instructions.  
- Effective verbal and written skills, good proofreading and spelling skills. 
- Proficient in the use of computers and standard office machines. 
- Skill in establishing and maintaining subject matter files. 
- Excellent organization skills. 
- Ability to pleasantly and effectively interact with the public on a daily basis. 
- Ability to communicate effectively orally and in writing. 
- Ability to maintain an acceptable public relations image. 
- Ability to maintain a high level of accuracy with regards to data entry and processing. 
- Ability to establish successful working relationships. 
- Ability to work under pressure and/or frequent interruptions. 
- Ability to read and comprehend instructions, correspondence, and memos. 
- Ability to create and lead library programs with emphasis on children’s service. 
- Willing to maintain and upgrade skills by attending continuing education classes 

 

MINIMUM EDUCATION AND EXPERIENCE 
High School graduation, High School Equivalency Diploma, or G.E.D. Certificate; supplemented 
by twelve (12) months of related work experience; or any equivalent combination of education, 
training, and experience.  
 
The City of Hill City is an Equal Opportunity Employer. In compliance with Equal Employment 
Opportunity guidelines and the Americans with Disabilities Act, the City of Hill City provides 
reasonable accommodation to qualified individuals with disabilities and encourages both 
prospective and current employees to discuss potential accommodations with the employer. 
 
The City of Hill City is a drug-free workplace. 
 
 

City of Hill City      Human Resources 
243 Deerfield Road       Phone: (605) 574-2300 
P.O. Box 395       Fax: (605) 574-4327 
Hill City, SD  57745        


