JOB DESCRIPTION
PUEBLO CITY-COUNTY LIBRARY DISTRICT
________________________________________________________________________________

POSITION:
Concierge/Meeting Room Coordinator
Organization Group: Associate

DEPARTMENT:
Experiential Learning
Level:  C

EFFECTIVE:
May 1, 2020
FLSA Status:  Non-exempt

_____________________________________________________________________________

This position description identifies the major responsibilities of this job. 

I
POSITION PURPOSE
The purpose of the Circulation Assistant is to support increased circulation and customer satisfaction by acting 
In the role of Customer Service Representative and with added responsibility for clerical oversight of one or more of the following primary functions for the Rawlings Library: 

· Meeting Room Use and Procedures

· Patron Account Services

· Call Center Operations and Procedures

· Self-Check operations and Procedures

· Circulation Procedures

This job helps create a positive experience for all library customers by proactively addressing and meeting customer needs and by increasing their awareness of library resources and services, and by serving in a lead clerical capacity for critical activity at the Rawlings Library. 

II
RELATIONSHIPS
The Circulation Assistant reports to the Circulation Services Supervisor with participation in carrying out appropriate procedures and programs as assigned.  This job provides back-up support to the supervisor and may act as a team lead in the supervisor’s absence. This job promotes a positive work environment by maintaining respectful interactions with team members, other library staff, and outside organizations and customers. This job represents the Library District by providing courteous and accurate information about library resources and services to customers. This job represents the Library District by providing courteous and accurate information about library resources and services to customers. The position provides excellent customer service demonstrating the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background. 
III.
PRIMARY DUTIES AND RESPONSIBILITIES
Works under the supervision of the Manager of Experiential Learning to provide service to patrons within the Rawlings Experiential Learning Department and Library Call Center for all hours of operation. 

Acts as a team lead to resolve minor staff issues within set boundaries and coordinates coverage for unexpected absences.  Documents and keeps manager informed on all staff matters.  

Performs one of the following duties, as assigned: 

· Organizes the scheduling and use of meeting rooms at the Rawlings Library according to policy and procedure, including approving bookings, coordinating room set-ups, and ensuring Rawlings meeting room user needs are met. 
· Coordinates upkeep and operation of the Self-Check machines aligned with operational procedures including cash reconciliation, handles customer disputes and issues, and explains library procedures and policies. Monitors customer account activity for accurate coordination with collection agency. 
· Coordinates call center activities including finding staff to fill in if unexpected absences occur. May document call center procedures and ensure that call center procedures are maintained. May work with third party vendors to troubleshoot or resolve issues.
Performs all customer service duties within defined procedures and guidelines. 

Provides proactive customer service by demonstrating the roving model by assisting customers away from the service desk; greets incoming customers, provides assistance with the self-checkout stations, provides information about library services and events to library customers, respectfully addresses customers when the security alert system beeps. 

Maintains statistics, as instructed, and performs clerical assistance to the Circulation Manager, as needed. Supports team efforts to maintain a safe and secure environment for customers and staff by maintaining awareness of surroundings and working in accordance with safety policies and procedures.
Participates in regularly scheduled department meetings. Attends All Staff Development Days and other training sessions to acquire new skills and to stay current on all information that is pertinent to PCCLD. 

Reads daily organizational communications from intranet, e-mail, newsletters and print announcements.  Stays current on all library services, programs and events throughout the district. Regularly accesses electronic time keeping, payroll and personnel employee access systems.

IV
OTHER DUTIES AND RESPONSIBILITIES

May serve on library committees as a department representative.

Performs other duties as needed.
V
QUALIFICATIONS  

Education and Experience:  Requires an Associate’s degree or two years of college and a minimum of three years related work experience including one year of experience in library circulation services. 
Skills and Abilities:  Requires excellent communication and customer service skills with the ability to listen and resolve customer issues; respectful and skilled in interacting with diverse populations.  Requires accurate alphabetical, numerical and subject filing; basic mathematical skills including accurate counting of money. Computer skills required including ability to create documents, spreadsheets, e-mail, perform internet searches, use databases, electronic time keeping systems, and integrated library software. Must be able to assist customers with use and access to electronic, digital and print resources including self checkout stations.  Able to work with hydraulic lift and AMH equipment.  Ability to multi-task, pay attention to detail and follow tasks through to completion.  Requires ability and willingness to function and participate in departmental group/team situations and environment; ability to maintain confidentiality.  Ability to function under flexible and changing conditions.  
Physical Requirements:  Must have the ability to do repetitive work including hours of standing, bending, kneeling, shelving, lifting, pushing and pulling.  Must be able to lift objects weighing up to 50 pounds and push /pull a fully loaded book cart weighing up to 200 pounds.

Other Requirements:  Must be able to work a flexible schedule including days, evenings and weekends.  Must submit to and successfully pass a criminal background investigation.

Equal Opportunity Employer.
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