Mishawaka-Penn-Harris Public Library

209 Lincoln Way East

Mishawaka, IN 46544

JOB DESCRIPTION

POSITION: Computer Services Assistant
LOCATION: Downtown Mishawaka Library

CLASSIFICATION: 2-Library Assistant
FLSA STATUS: Non-exempt

HOURS OF WORK: Part-time/16-17 hours per week with at least one evening per week and alternate Saturdays.  Should the library be open on Sundays, some Sunday work will be required.

WAGE:  Specified in the latest salary schedule kept in the Director’s office.

BENEFITS: As specified in the latest edition of the staff handbook or as amended by the Board of Trustees.

DIRECT SUPERVISOR: Technical Services Coordinator
QUALIFICATIONS AND WORK SKILLS:

1. High school education or equivalent.  
2. Working knowledge of computer hardware and software. 

3. Strong knowledge of the Internet, Microsoft Word, Excel, and Publisher is required. Relevant computer class work preferred.
4. A valid driver’s license and access to a vehicle.  (The library reimburses staff for mileage.)

5. Required to be responsible and able to work on assignments independently and in a time-efficient manner.

6. Must possess the ability to work well with people, both staff and patrons and maintain composure in stressful situations.
7. Must be responsible with money, able to calculate fees for prints and faxes, and able to give appropriate change.
RESPONSIBILITIES AND DUTIES:

The purpose of this position is to staff the Computer Lab desk, assist patrons and staff with the use of computers, and assist the Computer Services Department with the daily operations of the department.

ESSENTIAL JOB DUTIES:

1. Staff the service desk of the Computer Department.

2. Assist patrons and staff with computer use, applications, and problems.

3. Assist in the daily operations of the Computer Department.

4. Assist with computer classes for patrons and staff.

5. File Computer Use Agreement cards in alphabetical order.

6. Assist with preparing CD-ROMs for circulation.

7. To perform any other duties as may be assigned to ensure the smooth and efficient operation of the library.

PHYSICAL REQUIREMENTS:

1. Ability to occasionally pull a loaded book cart across the rooms to shelving areas.

2. Ability to occasionally lift and carry 20-30 pounds of books to shelving or work areas.

3. Ability to frequently stand, bend or stoop to shelve books for a short period of time.

4. Ability, stamina, and balance to perform basic movements frequently.  These movements could include squatting, bending and stooping, marching, turning in circles, and lifting arms overhead.

5. Ability to constantly sit for short periods of time while keyboarding or typing.

Key:

Constant Physical Requirement: 67% or more of the day

Frequent Physical Requirement: 33-66% of the day

Occasional Physical Requirement: 0-32% of the day
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