
  
 

COALINGA-HURON LIBRARY DISTRICT 
Job Description 

 

Front Desk/Shelving Clerk (1.0 FTE, 0.5 PTE) 
 

Position Summary 
 
The Front Desk/Shelving Clerk receives oral and/or written instruction from the 
Circulation Specialist.  Duties include assisting patrons and performing general library 
tasks.  This position reports to the Director of Library Services. 
 
Knowledge, Skill and Ability 
 
Ability to follow library policies and procedures; ability to work with computer 
applications; ability to operate standard office and library machines, including typing. 
Bilingual-Spanish preferred.   
 
Working Conditions 
 

A. Position may require attendance at meetings outside of the District.  
B. Requires working weekends and/or evenings. 
C. 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 other staff. 
 
Duties and Responsibilities 
 

 Provides customer service at the front desk; maintains area neatness and 
decorations. 

 Re-shelves all materials returned to the library. 
 Maintains stacks neatly and in good order; keeps end labels current; keeps un-

shelved materials in one location. 
 Checks materials in and out; assesses materials for repair. 
 Collects money for overdue and lost materials. 
 Assists patrons in finding materials and operating library equipment. 
 Processes magazines for circulation. 
 Disciplines students as needed. 



 Retrieve items from the pull list for processing. 
 Registers new patrons. 
 Performs other duties as required. 

 
 

Minimum Qualifications 
 
High School Diploma or AA degree (preferred), plus prior clerical experience. 
Bilingual-Spanish preferred. 
 
 
License 

A. Possession of a valid Class “C” California Driver’s License and proof of liability 
insurance, or alternative means of transportation, are required. 
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