
Circulation Department 
24 hour per week Circulation Clerk 

Galesburg Public Library 
Please apply by October 8, 2021 

 
 

The Galesburg Public Library is seeking a new team member to serve as a part-time circulation 
clerk 24 hours per week. This position works collaboratively with the circulation team to ensure 
the friendly, high-quality service to our patrons and to help with the upkeep of the collection 
and efficiency of the department. Must be willing to work at least one evening per week and 2 
Saturdays per month.  
 
To apply for this position, please submit a cover letter and a current resume to 
kayla.kuffel@galesburglibrary.org or Kayla Kuffel, Galesburg Public Library, 40 E Simmons St, 
Galesburg IL 61401. Applications received by October 8 will receive first consideration. Salary 
range is $11-$14 per hour and will be based on experience and qualifications.  
  



Galesburg Public Library     Revised 08242021 
 
Position: Circulation Clerk     Department: Circulation 
Reports to: Circulation Supervisor    Direct Reports: None 
 
General working conditions and physical requirements 
A circulation clerk cheerfully greets visitors to the library and provides outstanding customer service by 
answering questions, checking out materials, and helping maintain the collection. A circulation clerk 
must juggle several tasks at once, including waiting on patrons and answering the telephone. Send your 
cover letter and resume to kayla.kuffel@galesburglibrary.org. 
 
Qualifications 

 High school diploma or the equivalent. Some college preferred. Library experience preferred. 

 Ability to alphabetize and type accurately at a moderate rate of speed. 

 Ability to provide friendly, high quality customer service at the circulation desk. 

 Willingness and ability to listen to patrons and assist them in finding what they are seeking. 

 Ability to defuse an upset patron, to explain procedures, and to calmly rectify any 
misunderstandings while observing library standards and policies. 

 Willingness to do more than the minimum; be a self-starter. 

 Ability to juggle several tasks at once and tolerate interruptions. 

 Ability to do basic word processing and circulation functions on the computer. 
 
Duties 

 Greets visitors to the library and provides friendly, patient, helpful service to the public at the 
circulation desk and on the telephone. 

 Shelves library materials. 

 Assists in any project as needed. 

 Performs tasks with speed, accuracy, and efficiency such as charging and discharging materials, 
processing overdues and reserves, registering patrons, handling incoming telephone calls, and 
monitoring use of the public access computer. 

 Responsible for the department and shelvers when Circulation Supervisor is absent. 

 Receives and responds to general information requests by telephone or in writing. 

 Refers requests for information and further assistance to the reference desk. 

 Follows procedure for receiving compensation for overdue, damaged, or lost library items. 

 Prepares materials to promote use of library. 

 Monitors lobby area, restrooms and young adult area to assure safe and pleasant environment.  

 Empties the bookdrop as needed and directed. 

 Locks and secures the circulation department and main entrances at closing when supervisor is 
absent. 

 Provides staff assistance in other departments as needed or as scheduled. 

 Performs other tasks as assigned by the Circulation Supervisor or Director. 
 
Compensation 

 Part-time position of 24 hours per week, including evenings and weekend. 

 Pro-rated vacation, sick leave, and IMRF. 


