STUDENT JOB POSTING
Semester(s) Needed:
Fall 2011 and Spring 2012
Date Needed:
Aug. 29, 2011

Department:
Libraries Branches, Music 
Location: 
Music Bldg. Room 115
Job Description:
Answers phones, shelves books and other materials, checks material in and out online, assists patrons with equipment, gives basic assistance using online catalog, assists staff with ongoing projects, runs errands, answers directional and basic reference questions, must like working with public
Duties:
Computer knowledge, filing, running errands, answering phones
Number of Students Needed:

1 federal work study
Hours: 
10 to 12 per week
Pay Rate:
$7.25/hr
Contact Person:
Carol Lowry
Email Address: 
cslowry@memphis.edu




Phone:
678-2330
I. DEPARTMENT: Branch LibrarieS

II. Position:   STUDENT ASSISTANT

III. JOB Purpose:  TO ASSIST STAFF WITH LIBRARY OPERATIONS AND CUSTOMER SERVICE. 
IV. DUTIES AND RESPONSIBILITIES

A. Answers phone.

B. Shelves books, periodicals, recordings, microforms, and other materials.

C. Answers directional and very basic reference queries in person and by telephone.

D. Checks materials in and out with the online system.

E. Assist patrons with equipment – photocopier, microform readers, listening stations.

F. Gives basic assistance in using the library online catalog.

G. Assists the staff with ongoing projects as schedules permit – shelf reading, inventory, processing of new materials, and others as directed.

H. Runs errands to other campus locations.

V. DIRECTION RECEIVED


Reports to Library Assistants and Librarian.

VI. JOB SPECIFICATIONS


Requires enrollment as a student at the University of Memphis

VII. SPECIAL CONDITIONS

This is a part-time position involving 8-15 hours per week.  The work schedule is arranged to supplement staffing during busiest daytime hours and during evenings or weekends.  

VIII. REQUIRED KNOWLEDGE, SKILLS, ABILITIES, AND CHARACTERISTICS

A. Courteous and helpful customer service attitude.

B. Computer skills.

C. Good communication skills.

D. Knowledge of library functions helpful.

E. Experience in using libraries and online catalogs helpful.

IX. WORKING CONDITIONS

Technologically oriented academic research library.  Requires some standing, walking, and reaching. Must be able to bend, stoop, and lift up to 30 pounds.  Responsibilities require pushing/pulling wheeled book trucks.  May work in any branch library.
