
Greeneville/Greene County Public Library 

Library Circulation Clerk  

 

Nature of work 

 

The Circulation Clerk is a part-time position responsible for staffing the circulation area of the library and 

performing all the functions associated with that area. The primary responsibilities of this position are 

providing service to patrons at the circulation desk, assisting patrons with technology issues, re-shelving 

library materials, and maintaining a clean and orderly library environment. Flexibility in scheduling is 

required, including availability to work evening and weekend hours. Required for this job are excellent 

customer service skills, a positive attitude, and an ability to perform duties accurately and effectively. 

 

Job duties 

 

The Circulation Clerk performs a wide variety of general library work in public services to assist with the 

daily operation of the library. This includes but is not limited to: 

 Provide service to library patrons at the circulation desk 

 Assist patrons using the public access computers 

 Assist patrons with other technology-related questions 

 Perform tasks related to interlibrary loans 

 Process overdue notices 

 Maintain patron library card files 

 Re-shelve library materials 

 Collect and record library fines and fees 

 Assist with donations of books and other materials 

 Help maintain orderliness and cleanliness of the library 

 

Working conditions 

 

Work is performed in a library environment primarily while standing for extended periods of time. 

Physical exertion may be required to lift library materials or office supplies from overhead and from the 

floor. Sufficient vision or other powers of observation are essential to permit the employee to read, sort 

and shelve library materials, and maintain patron records. Often the employee must move, shelve, and 

retrieve library materials from high and low settings. 

 

Minimum qualifications 

 

High school diploma/GED.  Previous work experience serving the public. Proficient with Windows 

computer operating system and working knowledge of various tablet and smart phone devices. Good 

organizational, communication, and decision making skills. Must be able to provide excellent customer 

service and willing to frequently learn new skills and technology during the employment period. 
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