
Public Service Assistant or Librarian 
Teams: Public Services (Programs, Circulation, Reference) 

Position Type: Full-time 

Compensation: Assistant range: $17.00-$19.00 | Librarians salary range starts at $3,580 per month 

Schedule: Sunday-Thursday with some evenings   

Library Mission  
At Westbank Libraries, we 

• provide exemplary customer service 

• offer a diverse and current physical and digital collection 

• offer programs for enrichment 

• promote community involvement and volunteerism 

• provide access to technology and assistance in its use 

• create a welcoming and appealing environment with minimal rules 

• demonstrate exceptional stewardship of community assets 

We work as a team, where each member takes responsibility for an area or areas of operation 

while also supporting and collaborating with one another.  

Library Vision 
We will add value to community life by focusing on being a platform for community sharing, a 

partner with other community groups, a curator of the vast stores of available information, a 

sanctuary in busy, stressful times, and an innovator that helps the community push the boundaries 

of contemporary life. The strategic plan guides decision-making about new programs, resources, 

and services.  



Description of Your Role 
The Public Service Assistant or Librarian is a friendly, helpful, observant person who gives great 

customer service to both the community and his or her coworkers by stepping in to help where 

needed. He or she supports a variety of teams, including circulation, reference, technology, 

programs, and the floor team. This job also includes special projects and errands. Reliability is 

essential to this role. He or she is detail-oriented as well as people-oriented and is not afraid to 

make decisions that meet the goal of building relationships, even when those decisions are 

counter to procedure. He or she is diplomatic, professional, and calm, and he or she can flow with 

a little bit of chaos. 

This job description outlines your overall responsibilities and some of the ways you will meet your 

goals.  It is a guideline and not meant to detail every task that could fall to you. Job descriptions 

can change at any time. 

Responsibilities and Objectives 
Programs:  The Public Service Assistant or Librarian will support the library’s busy and often fast-

paced programming. He or she will 

• Lead and/or support storytime and storytime librarians with crafts, discovery 

programming, play times 

• Act as program partner to all ages programming including set up, clean up, counting 

statistics 

• Assist with coordinating and planning programs, including attending regular program 

meetings. 

Reference:  The Public Service Assistant or Librarian will provide reference service which 

emphasizes a welcoming attitude, an open mind, use of reference interview technique, use of 

credible sources, awareness of available resources, current database research skills, and 

collaborative readers’ advisory. He or she will 

• Guide library members in locating information and materials through multiple avenues 

(text, email, phone, one-on-one, roving reference).  

• Actively develop relationships with members through greeting, conversation, and 

learning names. Promote programs and resources in conversation. 

• Stay abreast of library resources.  

• Assist with technology inquiries. 

• Assist in presentation of the collection, including the refill of displays. 

• Help at circulation when needed. 

• Sort and distribute mail, answer phones, and respond to requests for information when 

working reception. 



• Pursue continuing professional development.  

Circulation:  The Public Service Assistant or Librarian will make sure that members of the public 

feel welcome, that we match them to the best type of account, that their questions get 

answered and their account issues get resolved with respect and privacy. He or she will 

• Handle circulation transactions in a friendly and competent manner, resolving issues 

diplomatically, and referring difficult issues to Circulation Coordinators or managers for 

resolution. 

• Handle financial transactions including register reconciliation at the end of the day. 

• Actively develop relationships with members through greeting, conversation, and 

learning names. 

• Supervise and motivate volunteers to assist with circulation duties. 

• Oversee reserves and the transfer of materials between libraries. 

• Handle circulation specific functions: door counts, equipment management, book drop 

retrievals, donations, Texshare cards, opening procedures and basic closing procedures, 

answering phones, etc. 

• Communicate issues with the team for joint problem-solving. 

• Provide reference assistance including readers’ advisory, general resource questions, and 

technology help as needed. 

• Sort and distribute mail, answer phones, and respond to requests for information when 

working reception. 

• Provide assistance to other teams as needed (program support, printing, etc.) 

Public Services:  All members of the Westbank team will be mindful of our role in public service, 

providing excellent customer service, keeping a sense of humor when things get tense, assuming 

the best of others, being respectful in communication, and remaining flexible in times of change. 

We all will 

• Focus on interactions with the public whenever in a public space.  Smile! 

• Involve managers or administration when issues need to be resolved. 

• Be in the library on our assigned schedule unless approved otherwise. 

• Assist in maintenance and tidiness of the facilities, proactively looking for what needs to 

be done. 

• Encourage volunteerism as a way for people to have ownership in their library. 

• Pitch in as needed, working in both locations and at whatever desk or program is needed. 

• Exercise prudence in the spending of public funds. 

• Keep the public, the staff and volunteers, and the library safe. This includes protecting 

member privacy. 

• Perform other duties as assigned. 

 



Other Duties: 

• Attend monthly staff meeting and other team meetings as required. 

• Keep up with email and other library communications. 

Additional Notes 
Having responsibilities means 

• taking the initiative to get things done 

• asking questions when you are unsure 

• reporting progress without being asked 

• meeting deadlines 

• developing confidence in decision-making in your area 

• developing a vision for your area that involves continued growth and improvement 

• choosing the option that makes us stronger 

• collaborating with others on your team 

• arranging for subs when you know you will be out 

• following policies and procedures 

 

Vacations during busy times of the year, particularly holidays and our summer discovery 

program, are limited.  

All staff may be required to work at both locations, with weekend and evening shifts.  

Qualifications  
Required 

• MS Office proficiency 

• Customer service experience 

Preferred 

• Experience in a busy library including circulation, reference, working with volunteers 

• Experience planning and leading storytimes 

• Event coordination experience 

• Experience with digital media including videography, ereaders, databases 

Benefits 
• Employees over 20 hours per week accrue sick time and vacation time. 

• Employees over 30 hours per week receive health and dental insurance. 



• Employees working 40 hours per week are eligible after one year of employment for a 

6.25% deferred compensation match. Employee portion of deferred compensation goes 

into a 457 plan. 

• We are proud of a workplace culture which allows some scheduling flexibility in order for 

staff members to tend to outside needs and opportunities. 

• This is an innovative workplace, where change is a constant; staff members are invited to 

have input in their jobs. 

• We expect a lot of our employees and we are focused on employee growth. Mistakes and 

problems are considered opportunities. 


