
NOTICE 
EMPLOYMENT OPPORTUNITY

CITY OF WINTER HAVEN

P.O. BOX 2277 – WINTER HAVEN, FL 33883

PHONE (863) 291-5650

www.mywinterhaven.com
Hearing Impaired:  711 RELAY or 1-800-955-8770

May 17, 2010                              OPEN COMPETITIVE/PROMOTIONAL

LIMITED DURATION PART-TIME  LIBRARY ASSISTANT I
Essential Job Functions:  Performs routine clerical and public contact work involving standard library practices and procedures.  Assists in controlling the status of books and materials in the City library.  Shelves books and materials; routinely monitors the condition of books and materials; removes and replaces book covers; repairs worn books as necessary.  Charges and discharges all library materials; inspects and circulates materials; checks on overdue items; calculates amounts owed on delinquent library materials; prepares and distributes delinquent notices as required.  Receives monies for payments of fines, fees, etc; records transactions relative to same. Checks in, sorts and returns books and other library materials, including magazines, periodicals and newspapers, to proper locations.  Greets and communicates with the general public to assist in the use of library facilities; locates books, magazines and other materials as required; supplies the public with general information concerning the library and services available.  Performs routine clerical work including typing, filing, duplicating and distributing materials.  Operates office equipment including computers, typewriters, data entry equipment and copy machines.  Maintains library files and records in accordance with established procedures; routinely updates and corrects card and other files.  Files materials according to designated system.   Operates a multi-line telephone system and responds to general inquiries about library operations, events, schedules, etc. and takes messages.  This is not intended to be an all-inclusive listing of essential job functions; the performance of other essential functions may be required.

KNOWLEDGE, SKILLS & ABILITIES:  Knowledge of business English, spelling and arithmetic.  Ability to establish and maintain effective working relationships with library patrons and employees.  Ability to learn library tasks readily and to adhere to prescribed routines.  Ability to perform clerical and record keeping tasks.  Ability to understand and follow oral and written instructions.  Ability to operate data entry equipment with speed and accuracy.  

MINIMUM EDUCATION & EXPERIENCE: Graduation from an accredited high school or possession of an acceptable equivalency diploma.  Some library experience preferred.  An equivalent combination of education and experience determined to be directly related to the foregoing specific requirements may by substituted.

SPECIAL REQUIREMENTS:  Absence of non-prescribed controlled substances in the applicant’s system as verified by a laboratory approved by the City of Winter Haven. Must be able to work a flexible schedule including evenings, weekends and holidays.
PHYSICAL/ENVIRONMENTAL FACTORS:  Must have the physical ability, strength and flexibility to perform the job functions in the work environment.  Reasonable accommodations will be made for otherwise qualified individuals with a disability.
SALARY:  $10.22 per hour minimum. 

CONTACT:  Human Resources


                                    CLOSING DATE:  June 1, 2010  

“EQUAL OPPORTUNITY EMPLOYER”
(OVER)


