Work-study Job Description Form
University of the Incarnate Word

Department: Library

Location:  yjw Main Campus, J.E. & L.E. Mabee Library Building
Supervisor: Dell Davis

Supervisor Phone: 210.829.6054

Supervisor E-mail; dmdavis@uiwtx.edu

Job Title: jbrary Assistant

Hourly Pay Rate (cannot be updated mid-year): $9.50

How is the pay rate determined? (check all that apply)
Experience Grade Level 0 Other:

Purpose/Role of the position:

Assist with the daily operations of the library in public and technical service areas during day,
evening and weekend hours (depending upon library need)

General Length of FWS Agreement: [[]] Annual basis |:| Semester basis

Job Description and General Duties:

Students employed by the library will be expected to perform several of the following duties -

- Manage the circulation of physical materials using the automated library system

- Staff various service points in the library to assist patrons with access to materials and equipment, answer questions in person and
by phone, refer patrons to a librarian when appropriate

- Enforce policies governing transactions, the use of space, the use of equipment, the use of facilities
- Shelve materials properly, shift the collection (when needed) and shelf read the collection

- Maintain photocopiers and printers. Troubleshoot minor problems

- Assist in the processing and/or scanning of materials

- Assist in maintaining the appearance of the library - keeping shelves neat, furniture arranged, etc.

- Assist with opening and closing procedures

- Other duties as assigned

Special Skills:

- Dependable, courteous, detail-oriented and have the ability to work independently
- Must have good typing and basic computer skills (basic knowledge of MS Office); must be extremely accurate and able to learn and

execute unit procedures
- Must have strong communication skills and a willingness to help others.
- Must be able to lift at least 20 pounds and push book trucks weighing more than 100 pounds.

Community Service- Does this position perform any job duties that support the creation or execution
of community service opportunities and/or events? — YES NO |O

**Supervisors: Please indicate if employee will be required to lift, stand for extended periods of time,
wear closed shoes, uniforms, protective eyewear, etc.**
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