
  BRIGHAM CITY CORPORATION 
Job Description 

 

Title:   Library Clerk I (part-time) Code:        157 
Division:   Administration Effective Date:  7/99 
Department:  Library Last Revised:   3/16 
 
GRADE: 27                                 FLSA Status: Non-exempt 
Wage:  $10.42 - $12.26 per hour (depending on qualifications) 
Schedule: Generally, 5 hours per week or as needed. 
 
OPENED: January 31, 2020                                           CLOSES: Once filled 
 

First Review of Application: February 12, 2020 

 
GENERAL PURPOSE 
Performs a variety of entry level, routine clerical duties as needed to expedite the delivery of public library services. 

Functional assignments may occur within any area of the library, including fiction, children/young adult, non-fiction, 
circulation, periodicals or technical services processing. 
 
SUPERVISION RECEIVED 
Works under the close supervision of a Librarian. 
 
SUPERVISION EXERCISED 
None. 
 
ESSENTIAL FUNCTIONS 
Performs complete circulation support duties; checks books and materials in and out; verifies proper barcodes, checks 
for damaged materials; retrieves book-drop materials; operates computer to enter and update patron records; identifies 
patron status in relation to obligations, i.e., fines, and communicates the same to patrons; follows established guidelines 
in allowing waiver of fines; prepares and issues library cards.  
 
Performs duties in processing financial transactions for fines and fees related to library services with a variety of 
payment methods including, cash and debit/credit card transactions and use of a cash register. 
 
Performs various aspects of the technical services processing function; processes paperback and hardback books, 
prepares book jacket coverings; date stamps; assures proper labeling of collection items; verifies bibliography records, 
changes labels; mends materials as needed, makes recommendations to mend, bind or discard; may in-process new 
materials (i.e., periodicals); and completes documentation verifying collection status. 
 
Assures proper supply of paper, replaces ink cartridges, removes paper jams, etc. for Xerox machine and printers; 
provides general instructions to patrons in public computer operations and photocopying. 
 
Performs general and routine duties related to the sorting, shelving and re-shelving of library collection materials, 
including books, magazines, newspapers, audio visual materials, etc. 
Provides general assistance to patrons by directing them to various locations in the library as needed to locate certain 
types of collection materials; provides general reference assistance; responds to patron questions and may provide 
simple training to patrons in use of computer to locate collection materials via internet, etc.; performs as a telephone 
operator on a regular library shift; receives and routes telephone calls in assisting the calling public. 
 
Performs related duties as required. 
 
MINIMUM QUALIFICATIONS 
1.  Education and Experience: 
    A. Graduation from high school or equivalent;  
     AND 



    B. Six (6) months of experience performing above or related duties; 
     OR 
    C. And equivalent combination of education and experience. 
 
2.  Knowledge, Skills, and Abilities: 
    Working knowledge of library reference, circulation, cataloging and classification methods, practices and 

procedures; Dewey Decimal System; various areas of specialization of material related to different patron groups; 
reader interest levels; interpersonal communication skills. Some knowledge of various specialty routines, 

methods, processes and procedures related to circulation, periodicals, and technical services; software 
applications, i.e., various word processing programs and Internet browsers; various types of inter-related 
equipment, specifications and compatibility; specialized library system elements, i.e., INNOPAC, OPAC, MARC 
records, subject headings, authority records, Boolean searching, etc. 

 
    Ability to perform general clerical functions quickly and accurately; understand and follow written and oral 

instructions and work independently in carrying out work assignments; adhere to a prescribed routine; operate 
various office machines and equipment; establish and maintain effective working relationship with fellow 
employees and patrons of all ages; communicate effectively verbally and in writing. 

 
3.  Special Qualifications: 
    Must possess a valid state of Utah driver license or ID card. 
    Regular and reliable attendance. 

 
4.  Work Environment: 
    Incumbent of the position performs in a typical indoor setting with appropriate climate controls. Tasks 
    require a variety of physical activities involving muscular strain, such as walking, standing, stooping,  
    sitting, reaching, and lifting. Talking, hearing and seeing are necessary to the performance of most   
    duties. Common eye, hand, finger, leg and foot dexterity exist. Mental application utilizes memory   
    for details, verbal instructions and discriminating thinking. 
 

EMPLOYMENT APPLICATION PROCEDURES: 

Register online with Utah Department of Workforce Services and submit a Brigham City Corporation application for 

employment regarding Job Order# 2325498 and submit application to DWS, 138 W 990 S, Brigham City, UT 84302 

or fax to 435-695-2660, Attn: Charisse Jeppsen or by email to cjeppsen@utah.gov. Registration and application 

available at website https://jobs.utah.gov for all qualified applicants. 

 

 
NOTE:  All Brigham City employees must successfully complete a pre-employment drug test and criminal history check 

following a conditional offer of employment. 
 
Employees required to drive a motor vehicle as an essential job duty will be required to successfully complete a motor 
vehicle record (MVR) check following a conditional offer of employment. 

 
BRIGHAM CITY CORPORATION IS AN EQUAL OPPORTUNITY EMPLOYER 

 

mailto:cjeppsen@utah.gov
https://jobs.utah.gov/

