
Community Library of DeWitt & Jamesville 
Position Descriptions: Paralibrarian for Children’s Services (Part-time) 
$15/hr 

Overview 

Under the direction of the Head of Children’s Services, this position performs a variety of library 
tasks in public services to assist with the daily operational needs of the library. The special focus 
of the position is to support the Children’s Department and to manage collection development 
for multiple collections. 

Responsibilities 

Children’s Services 

Assists the Children’s Librarians in daily operational needs of the library, including inventory and 
weeding, themed displays, and preparation for children’s programs and events. 

Works with the library’s Youth Services team to plan, implement, present/coordinate children’s 
and family programs and events for the library, with an emphasis on babies to grade 6. 

Hold weekly storytimes and/or substitute for the Children’s Librarians in their absence including 
baby, toddler and preschool storytimes.  

Other duties 

Participates in scheduled reference desk, phone, and circulation shifts to answer standard and 
complex reference questions; demonstrates and troubleshoots the use of public access 
equipment, PCs, and related software. 

Actively participates in collection development and collection management duties, including 
selecting titles, placing orders, and weeding collections.  

Qualifications 

Bachelor’s Degree or equivalent degree from an accredited institution. 

Ability to work with adults and children of varied backgrounds. 

Knowledge of current trends in library service to children. 

Knowledge of materials (print and non-print) for children and parents. 

Knowledge of current library public service operations and library automation procedures and 
practices. 

Knowledge of current principles and methods of professional library services; knowledge of 



current reference procedures. 

Analytical skills necessary to evaluate and interpret information, establish facts, draw valid 
conclusions, develop and implement responsible strategies. 

Ability to convey ideas, information, and training through public presentation, verbal and 
written communication. 

Ability to work cooperatively and effectively with staff, patrons, and contacts. 

Ability to work without close supervision and render independent judgment. 

Ability to deal with diverse tasks and responsibilities simultaneously. 

Physical Activity Requirements 

While performing the duties of this job, the Children’s Librarian stands, reaches with arms, uses 
hands, fingers, sight, hearing, and verbal communication; bends, stoops, kneels; lifts and 
carries materials weighing less than 20 pounds; lifts, moves and/or manipulates bulky items 
and/or crates of materials weighing up to 50 pounds; and pushes/pulls/maneuvers a wheeled 
book cart weighing up to 200 pounds when fully loaded. Job duties may occasionally require 
standing for extended periods of time.  

This job description is not intended to limit or in any way modify the right of management to 
assign, direct, and control the work of employees. The listing of duties and responsibilities shall 
not be held to exclude other duties not mentioned that are of similar kind or level of difficulty. 
This job description will be reviewed periodically as duties and responsibilities change if 
necessary. Position Descriptions are subject to modification. 


