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                                                                            STUDENT JOB OPPORTUNITY
	

	JOB TITLE:  Circulation Student Assistant


	DEPARTMENT:  High Library


	CONTACT PERSON/EMAIL/PHONE #:   Sandi Hilsher, Administrative Asst to the Director, hilshesa@etown.edu, 717-361-1451.
TO APPLY:   Complete on-line application.  Hiring for employment to begin Fall Semester 2014.


	STUDENT JOB DESCRIPTION:  Assist the Access Services Librarian, shelve books, check library materials in and out, assist library users at the circulation desk, and provide general library information.
QUALIFICATIONS: 
· Must have flexible schedule.
· Must work evenings and weekends.
· Ability to work extended hours as needed.
· Ability to preserve confidentiality of information.
· Ability to prioritize multiple tasks.
· Organizational skills and attention to detail.
· Good interpersonal skills and desire to be a team player.
· Exceptional customer service skills.
· Excellent oral communication skills.
· Proficient with Microsoft Office.
PHYSICAL DEMANDS
· Regularly required to remain seated in a normal position for extended periods of time.
· Occasionally required to stand for extended periods of time.
· Regularly required to move about.
· Regularly required to climb stairs and stools.
· Regularly required to maintain balance while walking, standing, or crouching.
· Occasionally required to reach up and out with hands & arms.
· Regularly required to talk and hear; verbally express information or instructions.
· Regularly required to use hands to grasp objects, type, pick up objects, move objects or hold objects.
· Occasionally required to lift up to 25 pounds and carry a distance of 10 feet.
· Occasionally required to push and/or pull up to 25 pounds a distance of 10 feet.


	HOURS and/or HOURS PER WEEK REQUIRED:  Approx. 10 hours per week.


	PAY RATE:  $7.25 / hour


	SPECIAL SKILLS NEEDED 


AA/EOE

