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Fort Saskatchewan Public Library
Part-time Page Position
                              

Terms of Employment:
[bookmark: _GoBack]This position is a part-time hourly, 15-20 hours per week position, and is anticipated to start the week of August 3, 2021. This position involves daytime and weekend shifts. Should the library’s modified hours change, the position will also include evening shifts. Hourly wage is $15.30 per hour, paid on a bi-weekly basis.

Under the direction of the Operations Manager, the Page sorts and shelves all materials in the library. The Page maintains order of the materials on the shelves and keep all areas tidy. The Page offers customer service assistance to library patrons in the form of directional, catalogue, or referral assistance while attending to the shelving needs of the library.

Duties and Responsibilities:
· Sorting, organizing and shelving library material
· Regularly shelf read and shift materials
· Assist with finding and checking in requested items
· Provide customer service to patrons as necessary: help locate materials in the stacks or use the catalogue, directional assistance, refer patrons to the Front Desk for further help.
· Help keep collections tidy and accurate by pulling mislabeled or incorrectly shelved material.
· Assist with regular cleaning of the catalogue stations, public computers, and self check stations.
· Daily tidy up of the library, and paper recycling
· Assist with set up/tear down of tables & chairs for programs or events. 
· Assist with adult and children’s programs/special events preparation and/or delivery
· Other duties as required

Qualifications, Knowledge and Skills:
· Excellent with alphabetical and numerical sequencing
· Knowledge of Dewey Decimal system and library collections an asset
· Attention to detail for accuracy in shelving
· Responsible and reliable
· Ability to maintain focus with repetitive tasks, and work independently
· Ability to stand for the majority of the shift, and to move heavy book carts
· Ability and flexibility for reaching and bending to shelve and shift materials

Working Conditions:
· Repetitive motions for shelving
· Moving heavy book carts
· Frequent reaching, lifting, bending, twisting, standing and walking

Application Details:
Interested applicants are invited to submit a cover letter and resume to:
Kerri Twigge, Operations Manager
Fort Saskatchewan Public Library
10011 102 Street
Fort Saskatchewan, AB T8L 2C5

Email: ktwigge@fspl.ca

Deadline for application: 
	Sunday, July 25, 2021

We thank all applicants for their interest, however, only those selected for interviews will be contacted.
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