General Guidelines and Expectations – Page Position 
 
· Job responsibilities/qualifications
· Shelve all children, teen, and adult materials. 
· Cover books, as assigned. 
· Shelf read, as assigned. 
· Assist patrons as needed with requests or find a staff member to assist patrons. 
· Must be at least 14 years of age. 
· Must be able to lift, carry, and push up to 30 pounds.
· Must be able to stand, sit, crouch, and bend for long periods of time.
· Expectations 
· Schedule 
· Follow the schedule set with management; discuss changes at least two weeks in advance (vacations, school events, etc.). 
· Monday – Thursday: 4:00 PM – 7:00 PM (days of the week are flexible).
· Show up to work on time without excessive absences. 
· If you are going to be absent, contact your direct supervisor. Inform your supervisor that you will be absent and the reason for your absence (please leave a message if the phone goes unanswered). 
· Clock in and out as close to shift start and end times as possible. 
· Work Behavior 
· Dress appropriately: avoid short shorts and short skirts, pajamas, leggings, ripped jeans, cropped shirts, low-cut shirts, or cut-off shirts; wear safe shoes. 
· You may listen to music while working; no snacks or beverages around library materials. 
· No cell phone use while working. 
· Please ask friends and family to give you space to do your job.  
· Treat fellow staff and patrons respectfully and in a friendly manner. 
· Ask questions if you need help! 

Pay  
· Direct deposit required 
· Paid $7.25 per hour/ 12 hours per week
· Paid every two weeks 
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