
 

 

 

COALINGA-HURON LIBRARY DISTRICT 

Job Description 

CIRCULATION AND OUTREACH SPECIALIST (1.0 FTE) 
 

POSITION SUMMARY 

 

The Circulation/ Outreach Specialist is responsible for routine circulation functions using an 

automated circulation system.  Duties include front desk customer service; checking books in 

and out, data input, telephone answering, reporting, and other clerical duties. Promotes library 

brand and value of the library to the community. Develop outreach activities to promote library 

programming, resources and services.  

 

This position reports to the Director of Library Services. 

 

SALARY SCHEDULE: Specialist II. 

 

KNOWLEDGE, SKILLS AND ABILITY 

 

Requires basic typing and computer skills. Ability to perform standard library computer 

functions, operate a variety of standard office and library machines Ability to learn 

media/computer operations.  Follow written and oral instructions, learning Dewey Decimal 

system, automated circulation system, and library circulation policies and procedures.   

 

❖ Bilingual-Spanish preferred. 

 

WORKING CONDITIONS 

 

A. Requires working weekends and/or evenings. 

B. Requires ability to use physical strength and agility on a continual basis, including lifting 

objects frequently weighing up to 30 pounds, and may require constant standing. 

 
ESSENTIAL JOB FUNCTIONS 

 

Displays good communication skills during extensive public contact, promotes customer 

satisfaction through friendly, efficient service and resolves customer complaints effectively.  

Also is able to establish and maintain effective interpersonal relationships with staff and display 

team spirit. Assignments involve a substantial amount of public contact and include working 

with community groups and conducting presentations 

 

 

 



DUTIES AND RESPONSIBILITES 

❖ Establish joint partnerships between the library, city, schools, and organizations within 

and outside of the community.  

❖ Promote new and existing library resources and services in person throughout the 

community.  

❖ Develop and sustain viable community partnerships. 

❖ Builds working relationships and serves as development liaison to outside agencies. 

❖ Performs all circulation desk duties using computerized system. 

❖ Tallies daily statistics. 

❖ Answers telephone and provides routine information or refers and transfers calls.   

❖ Performs all opening/closing procedures in work area/public areas. 

❖ Performs basic references work or refers to SJVLS-Fresno. 

❖ Assists patrons in locating materials through the OPAC or ILL. 

❖ Processes return mail notices. 

❖ Assists with library programs and displays such as registration, signs, crafts, and book 

lists, etc. as well as maintenance of area including appropriate decorations. 

❖ Provides circulation input as San Joaquin Valley Library Services liaison. 

❖ Supervises work and training of other staff concerning circulation tasks. 

❖ Answers questions patrons may have regarding their account. 

❖ Supervises payments for fines and lost materials, recording transactions on cash register 

and/or receipt book. 

❖ Review information on library card applications entered by other staff. 

❖ Processes all expired holds. 

❖ Facilitates monthly reports for daily statistics, cash register and collections data. 

❖ Supervises handling of materials to/from SJVLS consortium members. 

❖ Communicates with Material Handling Supervisor at SJVLS. 

❖ Maintains all necessary forms at the circulation desk 

❖ Responsible for ordering of state/federal tax forms.  Sets up displays of tax materials. 

❖ Documents and store copies of the Coalinga Recorder/Coalinga Press for future 

digitation. 

❖ Disciplines students as needed. 

❖ Performs other duties as required. 

 

MINIMUM QUALIFACATIONS 

 

1. Position requires attendance at meetings outside of the District; valid California Drivers’ 

License and proof of liability insurance, or alternative means of transportation, are required. 

2. High school diploma and AA Degree preferred, or the equivalent, and basic experience in 

libraries, plus one year library or clerical experience; or 

3. An equivalent combination of education and experience substituting on the basis of one year 

of experience for each year of education. 

 
Disclaimer: The information provided in this job description is intended to describe the general nature of this 

position and is not to be considered a complete statement of duties, responsibilities and requirements. 

 


