
  
 

 
 
 

  
  

JOB SUMMARY 

 
Under the general direction of the Assistant Director, plans and presents programs for children, tweens and families; 
performs clerical work to support department functions; provides readers advisory and informational assistance to all 
ages. 
 

DUTIES AND RESPONSIBILITIES 

 
1. Assists in planning and presenting diverse and creative programs for infants, children, tweens and their 

caregivers, including story time, craft programs, STEAM classes and other activities that support literacy, 
creativity and life-long learning. 

 

2. Assists Youth Services staff to plan, promote and provide outreach services for area schools, 
preschools, daycares and community organizations. 

 
3. Plans and participates in special events programming for children, tweens and families. 
 
4. Maintains a library atmosphere that is welcoming for children and families. 
 
5. Prepares department displays that encourage reading, literacy & learning or highlight particular library   

events or holidays. 
 

6. Creates physical and digital signage as well as marketing publications for library events. 
 

7. Provides occasional assistance at the Service Desk by checking in and out library materials, collecting 
money for fines and lost and damaged materials, issues new/replacement library cards, registers 
new patrons and processes name and address changes.   
 

8. Provides reference and information services to the public in person or by telephone via web or e-mail.  

Delivers basic information services including readers advisory, trouble-shooting assistance with 
printing, cameras, e-reader devices, social networking, etc. 
 

9. Assists in departmental and library-wide planning and continuous improvement efforts. 
 

10. Attends professional development and continuing education workshops and training sessions. 
 

 
 
  
 
 

Position:   
Library Assistant I – Youth Services 

Reports To:   
Assistant Director/Youth Coordinator 

Hours Per Week: 
20 hours per week 

Start Date: 
TBD 

Posting Start Date: 
8-9-19    

Posting End Date: 
8-30-19 (or until filled) 

Application Process: 
Please submit a cover letter, resume and application to: Library Director, DeWitt District Library, 13101 Schavey 
Road, DeWitt, MI 48820 or via email at director@dewittlibrary.org.  
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JOB REQUIREMENTS 

 
1. Bachelor’s Degree in education preferred; may substitute an Associate’s degree with early childhood 

coursework or five or more year’s extensive experience working with children. 
 

2. One to two years of work experience in library programming, STEAM programming, literature or education is 
desired. 

 
3. Experience working with children is required. 

 
4. Proficiency in Microsoft Office Suite, specifically with Word, Publisher and PowerPoint software is required. 

 
5. Experience with AV equipment desired. 

 
6. Early literary skills and/or experience working with preschoolers is preferred. 

 
7. Ability to instruct/read to large groups is required. 

 
8. Flexibility in scheduling including the ability to work evenings and weekends is required 

 
 
 

WORKING CONDITIONS 

 
1. Generally will work within a normal office environment. 

 
2. Requires occasional travel for meetings and conferences. 
 
3. Work hours are varied, including evenings and weekend hours.  

 
4. Frequent sitting/standing in one position for extended periods of time. 

 

 
This information is intended to describe the general nature and level of work being performed by a person assigned to this job.  They are not to be 
construed as an exhaustive list of all job duties that may be performed by a person so classified.   


