
Position: 
Circulation Clerk 
 
Full Time or Part Time:  
Part Time 
 
Hours:  
13-19 hours per week, including evenings and weekends 
 
Salary:  
$9.68/hour 
 

The Ella Johnson Memorial Public Library, located in Hampshire, IL, is seeking 
an enthusiastic and detail-oriented person to provide excellent customer service 
to patrons while working at our busy Circulation Desk. This position performs all 
Circulation Desk functions including but not limited to: 

 Checking materials in and out  

 Issuing and renewing library cards  

 Accepting and processing reserve requests  

 Taking fines/fees for overdue, damaged or lost items  

 Assisting patrons with the copy machine and library catalog  

 Answering and routing telephone calls  

 Serving patrons in a friendly and competent manner. 

 

Qualifications: Applicants must have a high school diploma or equivalent, and 
be at least 18 years of age. The successful candidate will: 

 Have a commitment to excellent customer service  

 Be able to use computer technology in a library setting  

 Be able to work effectively both independently and as part of a team 

 Have good interpersonal and communication skills  

 The ability to quickly and easily adapt to change while maintaining a 
positive attitude  
 

This position requires availability for a variety of shifts including days, evenings, 
and weekends. Previous public library experience is preferred but not required. 

 

Physical Requirements: The physical requirements described here are 
representative of those that must be met by an employee to successfully perform 
the functions of this job. 



 Ability to push book carts weighing up to 100 pounds occasionally 

 May require standing for prolonged periods of time 

 Ability to move and/or lift materials up to 30 pounds 

 Regularly required to stand, walk, bend, kneel, reach, climb, balance, and 
sit 

 

To Apply: Applicants must submit a Library application and three references to 
be considered. Applications are available upon request at the Circulation Desk or 
on our website. The position will remain open until filled.  

Please send application materials to Dawn Zauner, Interim Director, Ella Johnson 
Memorial Public Library District, PO Box 429, Hampshire, IL 60140 or 
dzauner@ellajohnsonlibrary.org. 

Visit http://www.ellajohnsonlibrary.org/about-us/career-opportunities/ for a 
downloadable application. 
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