
 

 
 

 
LIBRARY ASSISTANT 
SUBSTITUTE ON-CALL AS NEEDED 

 

POSITION POSTING 
 

 

 
Salary Range: $11.00 per hour. Non-benefited 
Date Posted:  September 13, 2018 
Closing Date: Application must be received by 9 pm, Monday, October 1, 2018 
 

Application Procedure: Please fill out the online application available at:  
http://estesvalleylibrary.org/online-job-application/ 

Please attach resume and cover letter to the application.  
The Estes Valley Library is an equal opportunity employer. 

 
What You Do: 

You’re the essence of the patron's experience at the library. You greet people with a smile and 
welcome them into our library. You enrich people’s lives through meaningful dialogue about our 
products and services. You help people connect to unlimited ideas and opportunities that enrich 
our community. 

 
The Library Assistant Substitute is a year round position, helping patrons at our service desks when 
regularly scheduled staff are away. 

 
 A position you’ll love: 

● You warmly welcome patrons into our library and ensure a great experience and a 
fond farewell. 

● Out on the floor, at the desk and in the stacks, you provide an amazing library 
experience to each and every person by helping them find the materials they want or 
assisting them with self-checkout services. 

● You initiate great conversations, talking to our library patrons about the promotions, 
programs and services available at the library. 

● You love meeting and inspiring new people. You enjoy talking about and offering 
meaningful recommendations of the latest books, movies and music. 

● You orchestrate the opening and closing of the library; when we open our doors, the 
library is clean and tidy and we are ready for the day’s experience. 

● You make patrons feel welcome; you register them for a library card, help them with a 
fee, or request a book through Interlibrary Loan. 

● You are comfortable with computers; you can help patrons with their basic computer 
needs, including email, answering Microsoft product questions, and navigating the 
Internet. 

 

 

http://estesvalleylibrary.org/online-job-application/


 

● You are the knowledgeable trainer on our equipment and technology throughout the 
library. 

● You’re a pro when it comes to cash management – counting cash and reconciling cash 
balances comes naturally to you. 

● You are there to lend a hand if needed for programs and promotions. 
● You have great ideas to share with colleagues. 
● You are a lifelong learner, enjoying your journey of professional development. 
● You answer phones, reserve meeting rooms, and identify collection needs based on 

patron comments. 
● You do the right thing. Every decision you make and action you take is an opportunity to 

demonstrate our collective integrity. 
 
Your job will involve your being “on the move” in the library:  
You will stand, walk, crouch, stoop, squat, twist, climb, push/pull up to 50 pounds, and lift up to 25 
pounds, shelve items at various heights including floor level and over your head, retrieve items from 
outdoor material returns in inclement weather, and occasionally shovel snow. 

 
  Who You Are: 
You love to assist people of all ages in person, via email, and on the telephone. You possess 
communication skills extraordinaire. The right candidate provides exceptional customer service 
and excels in a fast paced, multi-tasking and detail oriented team environment.  Must love change, 
efficiency, and be a quick learner! 

 
The ideal candidate has a passion for customer service, attention to detail and accuracy. Applicant 
will demonstrate the ability to acquire knowledge of library computer systems. 

 
Qualifications: High school graduate with college experience. Fluent in written and spoken 
English. Spanish is a plus. Ability to meet physical requirements. Computer literacy and customer 
service experience. 

 
  Schedule varies according to library needs. Available to work weekend, evening, and daytime 
hours including some holidays, sometimes on short notice. 

 
 
 

 


