
JOB DESCRIPTION 

ADL    Position: Part-Time Office Coordinator 

Albion District Library Range:  $13.00/hr, 25 hrs/wk, benefits  

   
www.albionlibrary.org    Reports to:  Library Director 
 
      Supervises:  None 
 

JOB SUMMARY 

 
Under the general direction of the Library Director, the Office Coordinator performs general clerical, 
reception, and project-based work, including confidential adminstrative duties for the Director and Library 
Board, in addition to regular circulation desk shifts, including day, evening, and weekend hours, as scheduled. 
 

DUTIES AND RESPONSIBILITIES 
 
Circulation Desk/Patron Services 

 Works the Adult Room Circulation Desk every Wednesday evening and one weekend (Saturday-
Sunday) in rotation a month as lead, and shift coverage as needed. 

 Responsible for maintaining current working knowledge of library policies and procedures. 

 Provides routine information to the public in person, by email, or by telephone, regarding the 
Library’s circulation policies, procedures, and availability of materials and rental spaces. 

 Provides technical support and assistance to patrons in the use of technology databases and systems. 

 Conducts tours of the Library building and grounds. 
 
Office Support Services 

 Performs various secretarial duties for the Library Director and Board members including opening 
incoming mail, answering the telephone, responding to requests for information, maintaining various 
files, copying, scanning, emailing, and faxing materials. 

 Opens Cash Register daily; tallies end-of-day reports and receipts; prepares weekly bank deposits 

 Creates, and proofreads a variety of documents, including correspondence, board agendas, meeting 
minutes, reports, statistical reports, newsletters, and various letters and memoranda as requested.  

 Prepares Board and Staff meeting minutes; gathers and complies statistical information; assembles 
and distributes board information packets. 

 Provides verbal and written communications to community members, governmental officials, library 
patrons, ADL staff and Board members, as well as other organizations and libraries as a 
representative of the Director.   

 Manages records retention and rotation schedule. 

 Confirms inventory and coordinates purchase of office and janitorial supplies and equipment within 
parameters set by Director.   

 Interacts with vendors to coordinate delivery of goods and services. 

 Assists with the annual budget preparation and annual audit. 

 Other duties as assigned. 
 
 

http://www.albionlibrary.org/


JOB REQUIREMENTS 
 

 Associate’s Degree in business management or related field, or equivalent experience.  
 

 One to two years of office or clerical experience.   
 

 Strong knowledge of Microsoft Office (Word, Excel, PowerPoint, and Publisher)  
 

 Ability to accurately type 50 words per minute. 
 

 Ability to work under general supervision with latitude in exercising independent judgement and 
action while maintaining confidentiality. 
 

 High level of interpersonal and communication skills necessary to interact with a variety of 
community members, library patrons, staff, and Board members.   
 

 Must possess basic mathematical skills necessary for routine calculations. 
 

 Organizational skills necessary to perform varying tasks with frequent interruptions. 
 

 Visual acuity and physical skills necessary to retrieve library materials from shelves and storage areas, 
maintain library materials, and operate equipment.  Will also be required to have the physical ability 
to push/pull fully loaded book carts and lift/carry materials weighing up to 40 pounds. 
 

 Computer skills and visual acuity necessary to effectively utilize word processing and spreadsheet 
software applications and internet services. 
 

 Hearing ability to answer telephone and patron inquiries. 
 

 Demonstrates professionalism and a positive approach to Library activities. 
 

 Ability to operate a variety of library equipment including, but not limited to: a computer, fax 
machine, cash register, multi-line telephone and copy machine. 
 

 Performs other duties as assigned. 
 

 

WORKING CONDITIONS 

 

 Generally will work within a normal office environment, with minimal discomfort due to extreme 
temperatures, dust, or noise. 
 

 Work hours may be varied, including evenings and weekend hours. 
 

 Frequent sitting/standing in one position for extended periods of time. 


