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LIBRARY MAINTENANCE
JOB LEVEL AND TITLE

· The job title will be Library Maintenance.  This is a non-professional position responsible to the Head of Maintenance, Head of Information Services and the Library Staff.  This position is generally a local hire position.
PURPOSE

· The job of Library Maintenance exists in order to perform general cleaning and minor maintenance duties in maintaining library building, adjacent walks and grounds, and equipment in clean, orderly and functional condition. As well the Library Maintenance personnel provide assistance to staff, visitors and other employees as necessary.  Finally, the position exists in order to promote and reinforce the school’s mission statement, as follows:

· To educate students in a bilingual, democratic environment to be autonomous, and to demonstrate a spirit of inquiry and collaboration, a commitment to excellence, and the highest aspirations for the welfare of both the individual and society.
DUTIES AND RESPONSIBILITIES

· To positively and pro-actively assist patrons and staff as needed
· To refers patrons to appropriate professional or supervisory staff, as required
· To help maintain the collection by observing and reporting damage to library materials

· To maintain the proper order of materials on the shelves and in other areas where library materials are stored

· To assist the Head of Circulation in the following responsibilities as needed:

· To answer the telephone and direct calls where appropriate

· To manage the photocopy machine and the networked printer with the assistance of the shelving clerk

· To oversee the audiovisual equipment, including loans, maintenance, inventory and replacement

· To maintain the library and circulation area in an orderly manner

· To be a strong team player, assisting teammates and performing all sorting, filing, and other non-patron duties while at the desk

· To actively promote library services, programs and materials. 

· To read and review library communications, e-mail, intranet and manuals

· To help the Head of Information Services and other library staff in regular inventories and weeding

· To advise patrons of library policies and regulations

· To help plan, implement and evaluate library programs, services and policy, both short term and long term

· To set up and tears down chairs, tables and equipment in meeting rooms, and function rooms

· To prepare rooms for use by staff, students, administration and other organizations

· To pick up and deliver supplies and materials to rooms as needed

· To follow all applicable safety rules and procedures

· To assist in opening and closing library building

· To assist in shipping and receiving of library supplies and materials. 

· To provide assistance to officials, staff, visitors, and other employees as necessary
· To help oversee the care and maintenance of the physical plant, according to the Maintenance Schedule, as follows:
· DAILY
· To lightly clean rooms, hallways, restrooms, offices, stairways
· To use brooms, mops to sweep and mop floors
· To dust furniture, equipment
· To empty wastebaskets

· To replenish restroom supplies

· To assist in opening and closing procedures
· WEEKLY
· To thoroughly clean rooms, hallways, restrooms, offices, stairways
· To clean windows

· To use vacuum cleaners to clean rugs, carpets, upholstered furniture and blinds

· To replace light bulbs
· MONTHLY
· To wash walls, ceilings, woodwork, windows, doors and sills

· To perform touch up and finish painting
· TRI-MONTHLY
· To use floor equipment to strip and wax floors

· To dust all library materials

· To perform other related duties as assigned

RELATIONSHIP TO THE ORGANIZATION AND SUPERVISORY RESPONSIBILITIES

· Library Maintenance Personnel are responsible to the Head of Maintenance and Head of Information Services

QUALIFICATIONS

· Library Maintenance Personnel should have the following characteristics:
· Library experience or a working knowledge of library organization, procedures, tools, etc.
· Ability to deal effectively with the public
· Ability to communicate effectively, orally and in writing
· Any combination of education and experience that would indicate ability to perform the above duties

· General clerical principles and practices

· Receptionist and telephone techniques

· Ability to make mathematical computations

· Ability to maintain accurate records

· Ability to operate a computer terminal and/or microcomputer

· Ability to speak clearly and distinctly

· Ability to understand and carry out oral and written instructions

· Ability to establish and maintain effective relationships with those contacted in the course of work

· Ability to apply common sense understanding to carry out detailed but uninvolved oral or written instructions. 

· Ability to relate to officials, staff and public in a courteous manner. 

· Ability to lift and carry objects weighing from 15 to 25 pounds. 

· The Library Maintenance may have the following characteristics, as well:

· Assertive, outgoing personality and a sense of humor

· Ability and willingness to take on extracurricular activities as needed and desired

SALARY RANGE

· The salary range will be dependent upon the candidate’s knowledge, experience and qualifications.
The Colegio Bolivar is an equal opportunity employer, which does not discriminate on the basis of sex, race, religious affiliation or age.
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