Coffeyville Public Library Position Description
Title: Administrative Assistant 
Reports to:  Library Director, Assistant Director, and Children’s Librarian
General Summary: Provides administrative support to the Library Director, Assistant Director, and Children’s Librarian.

Duties and Responsibilities:
· Provides administrative support to ensure efficient office operations
· Provides consistent, gracious and friendly service to patrons and other staff.

· Monitors library email.
· Performs weekly overdue mailings.
· Promotes library and events via website, social media, and press releases.
· Maintains/produces library event calendar.

· Produces Bi-monthly Newsletter.

· Assists director and children’s librarian with material purchases.
· Understands and enforces the library policies and procedures while safeguarding confidential and restricted information.  

· Other duties as assigned by Director
Knowledge, Skills and Abilities:

· Strong interpersonal skills. 
· Ability to communicate effectively, both written and verbally.
· Strong grasp of social media (Facebook, Instagram, Twitter).
· Ability to use a variety of office equipment.
Qualifications:
· Experience working with social media (Facebook, Instagram, Twitter)
· Proficient with Microsoft Office and Google equivalent
Working Conditions:
· Normal library working conditions

· Periodic reaching, stooping and bending

· Regular use of computer and associated eyestrain and fatigue

· Lifting and carrying 50 pounds or less

Other:
· 15 hours per week
· $10-$12 per hour DOQ

· Monday-Friday, 9am-12pm
