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Senior Trainee Assignment Description


	Senior Trainee Name:
	Position Title: Library Assistant


	Host Agency Name:
	Assignment Date:


	Assignment Location (Address)
Physical: _________________________________________
Mailing: __________________________________________
City: ________________ State: AL  Zip Code: __________
	Phone Number: (334) ________________________
Fax Number: (334) __________________________




	Assignment Objective: Provide Clerical, Administrative, or Office training skills to assist Mr./Ms. _____________________ locate employment in the public or private sector.


	Work Days/Hours:  Work Days/Hours:  Monday Hours: ______am- ____ pm; Tuesday Hours: ______am- ______ pm;   Wednesday Hours: ______am-  ______ pm;
Thursday Hours: ______am- ______ pm;  Friday Hours: ______am- ______ pm;  Saturday Hours ______am- ______ pm;  Sunday Hours: ______am- _______pm.   Wage Rate:    Hourly $7.25    (Must equal no more than 19.75 hours per week


	Supervision:   Mr./Ms. _________________ or her designee will provide supervision during this assignment 


	Requirements: (i.e., Should include areas such as Mopping, Driving, Heavy Lifting, Etc.)

The senior trainee will be required to use moderate to heavy lifting at times with assistance. Bending or stooping and repetitive use of eye and hand coordination is required throughout normal work hours. Utilization of the library computer throughout the normal work hours is required on a daily basis. Minor housekeeping of the office and library is required during normal working hours. Housekeeping duties include vacuuming, dusting, and cleaning of books.​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​


	Assignment Duties: Make sure books are filed correctly. Maintain confidentiality of personnel client records. Check books in and out. Assist clients with selections using computer to assist clients search for materials. Reserve and renew books using front desk operations. Interact with clients. Assist with story hour and summer ready programs. Assist coworkers with housekeeping. as assigned or required.
· Additional Information: (O*NET Knowledge, Skills, and Abilities):
Instruct patrons on how to use reference sources, card catalogs, and automated information systems; Open and close library during specified hours and secure library equipment, such as computers and audio-visual (AV) equipment; Locate library materials for patrons, including books, periodicals, tape cassettes, Braille volumes, and pictures; Answer routine inquiries and refer patrons in need of professional assistance to librarians.

Maintain records of items received, stored, issued, and returned and file catalog cards according to system used; Perform clerical activities, such as answering phones, sorting mail, filing, typing, word processing, and photocopying and mailing out material; Process new materials including books, audio-visual materials, and computer software; Provide assistance to librarians in the maintenance of collections of books, periodicals, magazines, newspapers, and audio-visual and other materials; Take action to deal with disruptive or problem patrons; Sort books, publications, and other items according to established procedure and return them to shelves, files, or other designated storage areas; Maintain library equipment, such as photocopiers, scanners, and computers, and instruct patrons in proper use of such equipment; Operate small branch libraries, under the direction of offsite librarian supervisors; Enter and update patrons' records on computers; Manage reserve materials by placing items on reserve for library patrons, checking items in and out of library, and removing outdated items; Register new patrons and issue borrower identification cards that permit patrons to borrow books and other materials; Lend, reserve, and collect books, periodicals, videotapes, and other materials at circulation desks and process materials for inter-library loans; Send out notices and accept fine payments for lost or overdue books; Perform accounting and bookkeeping activities, such as invoicing, maintaining financial records, budgeting, and handling cash; Prepare, store, and retrieve classification and catalog information, lecture notes, or other information related to stored documents, using computers; Select substitute titles when requested materials are unavailable, following criteria such as age, education, and interests; Inspect returned books for condition and due-date status and compute any applicable fines; Repair books using mending tape, paste, and brushes or prepare books to be sent to a bindery for repair; Classify and catalog items according to content and purpose; Place books in mailing containers, affix address labels, and secure containers with straps for mailing to blind library patrons; Review records, such as microfilm and issue cards, to identify titles of overdue materials and delinquent borrowers; Acquire books, pamphlets, periodicals, audio-visual materials, and other library supplies by checking prices, figuring costs, and preparing appropriate order forms and facilitating the ordering process by providing such information to others; Deliver and retrieve items to and from departments by hand or using push carts; Prepare library statistics reports.
· Service Orientation — Actively looking for ways to help people.  

· Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

· Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.


Host Agency Health and Safety Consultation/Orientation (Completed By the Host Agency Supervisor during the Orientation) (Date) _________________
Are you capable of performing the essential duties and requirements of this position - FORMCHECKBOX 
 with or  FORMCHECKBOX 
 without- reasonable accommodations? 
Initials (Senior Trainee) ________ (Date) __________
 FORMCHECKBOX 
 Use of cleaning chemicals
 FORMCHECKBOX 
 Heavy lifting
 FORMCHECKBOX 
 Severe/Inclement Weather 
 FORMCHECKBOX 
 Evacuation: Fire/ Emergency
 FORMCHECKBOX 
 Van/Bus Driving Safety  FORMCHECKBOX 
 Office Safety  
 FORMCHECKBOX 
Inclement/Severe Weather   FORMCHECKBOX 
Dress and Appearance (Example: Proper Shoes, Appropriate Clothing, Safety Equipment) 
 FORMCHECKBOX 
 Use of Cell Phones while at my Assignment  FORMCHECKBOX 
 Reporting of workplace injuries at my assignment  FORMCHECKBOX 
 Increased responsibilities at my assignment.
I have participated and have discussed my duties and requirements for this position of Library Assistant at ______________________ on this date: __________.

_______________________________________________________


________________________________________

(Senior Trainee Signature)








 (Host Agency Supervisor’s Signature)
Senior Employment Program Office Use Only:
Job Ready Performance Evaluation:
Evaluation Date _____________ Senior Trainee’s Initials _________ Host Agency Supervisor Initials ________
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