JOB OPENING

YAKIMA

VALLEY
LIBRARIES

Substitute

Library Assistant 2

CONNECTING PEOPLE AND IDEAS

POSTING DATE: FEBRUARY 21, 2023
CLOSING DATE: OPEN UNTIL FILLED

Are you looking for a part-time side gig that will allow you to use your customer service skills in a creative and
compassionate work environment? Do you need an excuse to get out of the house a few times per week? Then we have
the job for you!

Yakima Valley Libraries is looking for -- organized, friendly, and motivated substitutes to fill in as needed at our various
library locations, including: Buena, Granger, Harrah, Mabton, Moxee, Naches, Selah, Southeast, Sunnyside, Terrace
Heights, Tieton, Toppenish, Wapato, West Valley, Yakima, and Zillah. This is an excellent opportunity for those with a
flexible schedule who seek part time work in a vibrant environment that values creativity, teamwork, and vision.

Join us in our mission to support lifelong learning and an informed citizenry by providing free, open, and full access to a vast
array of ideas and information.

JOB DESCRIPTION SALARY, HOURS & LOCATION

Assists library customers by checking library materials FLSA: Non-Exempt

in and out. WAGE: $16.38 - $23.58 per hour, DOE

Answers library customer questions in person and LOCATION: Various Yakima Valley Library locations (you
over the phone. pick)

Empties book drops, arranges checked in items, and HOURS: As needed; working hours will be scheduled
shelves library materials. according to the needs of the library, and may include
Assists library customers with the use of computers variable days, evenings, and weekends.

and equipment, such as: printers, self-checkout

machines, and eReaders.

Keeps public area orderly and presentable. APPLY

Prepares meeting rooms or designated areas for For a full job description, please scroll to the following
special library programs and may assist with the pages. To apply for a Substitute (Library Assistant 2)

programs. position, see the link or QR code below.
Performs opening and closing duties.

Other duties as assigned. https://www.yvl.org/about-us/employment-
opportunities/current-positions/

QUALIFICATIONS

High School diploma or equivalent.

One year library or general clerical experience with
public contact.

Or equivalent technical training, education, and/or
experience.

Avalid Washington State driver's license.

® 509.575.3433

@ hr@yvl.org



https://www.yvl.org/about-us/employment-opportunities/current-positions/
https://www.yvl.org/about-us/employment-opportunities/current-positions/

LIBRARIES Yakima Valley Libraries
102 N 3% St » Yakima, WA 98901 * 509.452.8541 « www.yvl.org

TITLE: Substitute Library Assistant

FLSA: Non-Exempt Location: Yakima Central Library — Service Center
Posting Date: February 21, 2023 Closing Date: Open until filled

Wage: $16.38-23.58 Grade: 2 Reports To: Technical Services Manager
Hours per Week: 15 Hours Schedule: Working hours are subject to

change, will be scheduled according to the
needs of the library, and may include
variable days, evenings, and weekends.

Apply: Electronic applications are available online at www.yvl.org or may be obtained at any
Y VL location and submitted to any Yakima Valley Library, fax to HR at 509-575-3403 or
mail to:

Human Resources, Yakima Valley Libraries, 102 N. Third Street, Yakima WA 98901

Contact: Human Resources; (509) 575-3415 or hr@yvl.org

Minimum Qualifications

1. High School diploma or equivalent.
2. One year of library or general clerical experience with public contact.

3. Or equivalent technical training, education, and/or experience.
4. A valid Washington driver’s license.

Essential Functions

Any of the following duties may be performed. These examples are not necessarily
performed by all incumbents, however, and do not include all specific tasks an incumbent
may be expected to perform.

1. Welcomes and serves patrons of the library using high quality customer service
practices. This includes: greeting customers sincerely, speaking in a friendly
manner, welcoming and serving patrons without regard to race, color, religion,
gender, sexual orientation, national origin, perceived or real disability, age,
ancestry, or other characteristics; acknowledging patron’s presence as soon as


http://www.yvl.org/
mailto:hr@yvl.org

10.

11.

12.

possible, even if occupied; not communicating any value judgment when
interacting with patrons, and verifies that patron’s needs are met.

Assists library customers by checking library materials in and out, issuing library
cards, taking payments, updating library customer records, and placing holds.
Resolves issues related to customer’s circulation record.

Provides information in person and on the telephone on policies, procedures, local
and system wide services, programs and materials.

Answers directional, informational and ready reference questions; may assist in
answering more involved reference questions through redirection or referral to
other YVL resources.

Empties book drops, arranges checked in items, and shelves library materials.

Prepares items for shipment; runs holds report, processes holds and rotating items;
receives and disperses shipments.

Assists library customers with the use of a variety of equipment including
computers, printers, self-checkout machines and eReaders; demonstrates correct
use of equipment and assists customers if problems with equipment arise.

Operate relevant computer systems, including hardware and software and office
machines. Familiarity with Android/Apple devices including tablets, phones,
and eReaders.

Monitors condition of equipment; maintains equipment by refilling supplies,
cleaning and making minor adjustments; reports major equipment problems to
supervisor or manager.

Performs opening and closing duties; keeps public area orderly and presentable,
returning materials to appropriate locations; turns equipment on and off; prepares
meeting rooms or designated areas for special programs. Cleans up room after a
program.

May assist with the presentation of programs.

Performs other duties as assigned.



Knowledge of:
1. English usage, spelling, grammar, and punctuation. Spanish usage, spelling,
grammar, and punctuation, if bilingual position.

2. Basic alphabetical and numeric filing methods.
3. Basic mathematical principles.
4. Principles and procedures of record keeping.

5. Current office methods, equipment, practices and procedures including PC usage
and familiarity with Microsoft Word, Excel, emailing systems, and web-based
searching.

Skill in:
1. Typing, word processing, or entering data at a speed and accuracy level necessary
for successful job performance.

2. Developing and maintaining good working relationships.

3. Listening to, understanding and interpreting information received from library
customers and library employees.

Ability to:
1. Gain thorough knowledge of YVL’s policies, procedures and programs.

2. Represent YVL in a positive, responsive manner to the public, volunteers, and
supporters.

3. Learn the principles and practices of basic library work, including the Dewey
Decimal System.

4. Learn and master the integrated library system procedures related to circulating
materials, handling patron accounts, and other relevant procedures.

5. Establish priorities and organize workload; manage time effectively and remain
on task despite interruptions.

6. Maintain tact, courtesy, confidentiality, and strict discretion in dealing with the
public.



10.

11.

12.

Establish and maintain a pleasant and productive working atmosphere and
maintain composure and work under the stress of handling several tasks at one
time.

Keep all relevant parties informed of all major issues and to recommend changes
as appropriate.

Work and communicate effectively with diverse staff in numerous locations in
order to accomplish library goals and objectives.

Maintain communications with CL Supervisor or Managing Librarian, especially
when working alone.

Work any day of the week, any hours from morning to evening. Be flexible when
called to make schedule changes at short notice.

Obtain and maintain a valid Washington driver’s license.

Work Environment and Physical Demands:

1.

Normally standing for extended periods of time. Seated and walking occasionally.

Normal physical activity including some bending, pushing, pulling, and lifting
and carrying, which may range up to 45 Ibs. upon occasion. Pushing/moving
library materials weighing up to 120 pounds with mechanical assistance, such
as cart or dolly upon occasion.

Keyboarding and working at a computer monitor for extended periods required.
Phone usage, reading, speaking, and listening required.

Interaction with library customers and other YVL staff member will be necessary
to resolve situations or problems.
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