
Part-Time Library Assistant Position Description – Sparta Free Library – Sparta, WI 

   

POSITION TITLE:  Part-Time Library Assistant/ Substitute 
DEPARTMENT:  Sparta Free Library – City of Sparta 
STARTING WAGE:       $12.65 / hour 
SCHEDULE: Part time - approximately 6 hours per week, combination of regular scheduled hours and 

substitute hours.   Hours can include days, evenings, and Saturdays to fill in for other 
staff. Additional hours to attend meetings and training may be required. 

 
JOB SUMMARY:    The Substitute Library Assistant is responsible for staffing the circulation desk in the Adult 
or Youth Services Department and assisting with daily operations as well as special events and programs. 
 
SUPERVISION RECIEVED:   Works under supervision of the Library Director and Service Coordinator on 
duty. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

• Ability to interact with and assist the public in an enthusiastic and consistent manner at circulation 
service points and throughout the library for a customer service-oriented environment. 

• Performs service desk procedures such as checking materials in and out; registering patrons; collecting 
fines; handling requests; answering telephone, and maintaining confidentiality of patron records, etc. 

• Familiarity with computers and technology. 

• Assist patrons in finding and using library resources including books and library technology such as 
computers, copier/scanner, as well as Libby, WISCAT, BadgerNet and other online resources. 

• Performs collection maintenance – shelving, shelf reading, weeding, inventory, material repair, etc. 

• Assists with youth and adult library programs and events. 

• Occasionally oversees work of volunteers. 

• Strong organizational skills; maintain tidiness and orderliness of the various library spaces. 

• Takes the initiative and sets priorities; able to work independently and with a team. 

• Responsible for opening and closing duties; performs other duties as assigned. 
 
EXPERIENCE/ QUALIFICATIONS: 

• High school diploma required. 

• Flexibility in work schedule; including evenings and Saturdays. 

• Great oral and written communication skills to provide quality customer service experiences. 

• Spanish speaking skills a plus. 

• Computer skills: proficiency with library computer software; ability to perform basic troubleshooting; 
data entry, and limited patron computer instruction; ability to operate library copy/scanner and fax. 

• Ability to establish and maintain effective working relationships with co-workers and the public. 

• Dependable work and attendance habits. 
 
PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodation may be made to enable 
individuals with disabilities to perform the essential functions. 

• Speaking and hearing. 

• Keyboarding, writing, filing, sorting, shelving, and processing. 

• Processing library materials; picking up and shelving books. 

• Lifting and carrying: 50 pounds or less. 

• Pushing and pulling objects weighing 60-80 pounds on wheels. 

• Sitting, standing, walking, climbing, stooping, bending/twisting, and reaching. 

• Far vision at 20 feet or further, and near vision at 20 inches or less. 

• Flexible work hours, including evening and weekend hours. 

• Occasionally exposed to outside weather conditions. 
The duties listed above are intended only as illustrations of the various types of work that may be performed.  
The omission of specific statements of duties does not exclude them from the position if the work is similar, 
related or a logical assignment to the position. 
 


