
 

Village of Somerset Circulation Librarian 

 Job Description 
 

 

The Circulation Librarian, under the guidance of the Library Director, is responsible for performing a variety of 

tasks, including checking out materials, and assisting customers in making use of the library’s resources, 

including technology resources and the coordination of library programs.  

 

PRIMARY FUNCTIONS/RESPONSIBILITIES: 

 

 Provides assistance to patrons in locating and checking out material, use of the computer and other 

library equipment;  

 Responsible for filling loan requests for various patrons to include other libraries and processing of 

magazines received by the library; 

 Responsible for enforcing library policy; 

 Responsible for registering new patrons and issuing library cards; 

 Responsible for petty cash maintaining totals for proper distribution of funds; 

 Responsible for coordination of displays and adult programing, including outreach; 

 Assist with processing and repair of library materials; 

 Selects and delivers library materials to senior housing;  

 Open and close library at scheduled times as required; 

 Other related duties that may be assigned from time-to-time. 

 

POSITION QUALIFICATIONS: 

 

Candidates should possess the ability to multitask, prioritize workload and be a strong team player. Ability to 

work independently with minimal supervision and multi-task are essential to the position. A high school 

diploma or equivalent and advanced computer skills are required. 

 
COMPENSATION:  

 

This is a part-time position working approximately 15 hours a week, including evenings and rotating Saturdays. 

Minimum pay is $12/hour, however compensation is dependent on qualifications.   

 

WORKING ENVIRONMENT: 

 

The primary working environment for this position is indoors within the Village of Somerset Public Library 

complex. There are occasional outdoor events in support of the library participating in community activities. 

Standing, sitting, walking, bending, lifting and carrying up to 50 pounds are all physical requirements of the 

position. 
 

HOW TO APPLY: 

 

To apply: Please email your resume, references and a cover letter by October 7, 2020 to Library Director, 

Kristina Kelley-Johnson kristina@somersetlibrary.org. 
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