
Technical Services Processing/Books by Mail Clerk 

General Description 

Work involves responsibility for a variety of technical procedures, maintaining administrative records and files, 
and clerical and typing work.  Coordinates Books by Mail Program, including material selection, shipping and 
receiving of material selections, readers advisory for Books by Mail patrons, and distribution of Book by Mail 
promotional materials.  Duties include carrying out library acquisition procedures, receiving of materials and 
assistance in file and records maintenance. The work requires that the employee have a working knowledge of 
library technical support functions. 

Supervision Received 
Works under the general supervision of the Technical Services Manager. 

Examples of Duties 

• Unpacks books and other materials that have been ordered and delivered. 

• Verifies deliveries against orders and packing slips. 

• Physically processes books and other materials. 

• Removes books and other materials from bibliographic records on the catalog. 

• Performs a variety of library clerical tasks, as assigned. 

• Performs related work as required. 

• Assists in maintaining the processing supplies and equipment in good quantity and working order. 

• Makes simple repairs of damaged materials and processes severely damaged books for disposal. 

• Answer/route incoming telephone calls. 

• Perform basic circulation functions. 
 

Job Requirements 

• Working knowledge of public library practices and procedures. 

• Working knowledge of standard office and library machines. 

• Working knowledge of automated systems as they apply to materials processing. 

• Strong and effective spoken and written communications skills. 

• Ability to effectively understand and follow written or oral instructions. 

• Ability to maintain library records and carry out library procedures. 

• Ability to accurately perform methodical and detailed work tasks. 

• Ability to organize work effectively, determine priorities, make decisions and complete assigned 
duties. 

• Ability to develop and maintain effective working relationships with superiors, co-workers and the 
general public. 
 
 

Essential Physical Job Requirements: 

• Clarity of speech and hearing which permits the employee to communicate effectively with the 
supervisor and other employees.  

• Vision which permits the employee to produce and review a wide variety of library materials, written 
correspondence, reports and related materials in both electronic and hard copy form.  



• Manual dexterity which permits the employee to operate a keyboard and any other assigned 
equipment to process library materials.  

• Personal mobility which permits the employee to monitor and perform assigned library operations, 
and to attend Library district, community, and public meetings at various locations.  

• Lift up to 40 pounds, push and pull carts weighing up to 200 pounds, bend, stoop and reach shelving 
from floor level to 6 feet high, and stand or walk for at least 1 hour at a time.  

• Tolerance for dust and mold which permits the employee to work with books and other library 
materials as well as work in older buildings. 

 

Hours: Part-time/Hourly position, approximately 20-24 hours per week 
 
Salary: $15.00 per hour  
 

Scenic Regional is an Equal Opportunity Employer (EOE). It is the policy of Scenic 

Regional to extend equal opportunity to all qualified staff members and applicants for 

employment without respect to race, color, religion, national origin, Scenic Regional 

status, veteran status, sex, age, disability, or any other protected class under the law. 

 

Scenic Regional does not condone and will not tolerate discrimination, intimidation, or 

harassment based on these factors, and sexual harassment is prohibited whether directed 

toward women or men. Such conduct will subject the employee to disciplinary action, up 

to and including immediate termination. 

 

In all hiring and employment practices, Scenic Regional makes every effort to ensure that 

it does not discriminate against employees and applicants. This policy addresses Scenic 

Regional’s commitment to providing equal opportunity employment for all employees and 

applicants and to promoting diversity in the workplace. 

 

 Scenic Regional will make reasonable accommodations for qualified individuals with 

known disabilities unless doing so would result in an undue hardship. This policy 

governs all aspects of employment, including selection, job assignment, compensation, 

discipline, termination, and access to benefits and training. 


