
FLSA Status:  Non E 
Grade 19 

This is a class description and not an individualized job specification.  The class description defines the general character and scope of duties, 
responsibilities, and requirements of all positions in one job classification, but is not all inclusive or totally restrictive.  Reasonably related duties and 
responsibilities may be assigned as necessary at the discretion of management.  Employees will be immediately notified of any changes.  Reasonable 
accommodations will be made to enable qualified individuals with a disability to perform the essential functions. 
 
 

CIRCULATION SUPERVISOR - 3431 
 
GENERAL DEFINITION AND CONDITIONS OF WORK:  
Performs advanced paraprofessional and administrative work managing and supervising the Circulation desk of the 
public library; does related work as required.  Work is performed under the general supervision of the Library Director. 
 Supervision is exercised over Circulation Assistants and library volunteers.  
 
ESSENTIAL FUNCTIONS/TYPICAL TASKS: 
Ø Manages the Circulation desk of the county library, including the maintenance of patron records. 
Ø Trains library staff about circulation functions.   
Ø Catalogs materials and selects and orders new and replacement audiovisual materials. 
Ø Supervising Part-Time and Full-Time Circulation Assistants. 
Ø Coordinates the assignment of tasks for Circulation Assistants to perform during off desk hours. 
Ø Provides circulation services and registers new patrons.  
Ø Assist with notification of patrons about both outstanding fines and overdue and damaged materials. 
Ø Participates in development and implementation of circulation policies and procedures. 
Ø Coordinates and directs activities of library volunteers, including their training 
Ø Assists patrons with research and selection of materials; helps patrons use library equipment and technology; 
Ø Reads journals and literature to keep abreast of new materials and trends. 
Ø Participates in planning for library system. 
Ø Gathers statistics and prepares a variety of reports regarding the library’s circulation. 
Ø Performs related tasks as required. 
 
KNOWLEDGE, SKILLS AND ABILITIES: 
Thorough knowledge of the principles, practices and techniques of modern library operation; thorough knowledge of 
children's and other library services; thorough knowledge of library system computer applications; ability to maintain 
accurate records and statistics and complete accurate reports; ability to exercise initiative and independent judgment; 
ability to plan and supervise the work of subordinates; ability to establish and maintain effective working relationships 
with library patrons, associates and the general public; ability to communicate ideas effectively both orally and in 
writing. 
 
EDUCATION AND EXPERIENCE: 
Any combination of education and experience equivalent to graduation from an accredited college or university and 
considerable experience in a public library doing public service. 
 
PHYSICAL REQUIREMENTS: 
This is light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently, 
and a negligible amount of force constantly to move objects; work requires reaching, pushing, pulling, fingering, 
grasping, and repetitive motions; vocal communication is required for conveying detailed or important instructions to 
others accurately, loudly, or quickly; hearing is required to receive detailed information through oral communications; 
visual acuity is required for preparing and analyzing written or computer data, determining the accuracy and 
thoroughness of work, and observing general surroundings and activities; the worker is not subject to adverse 
environmental conditions. 
 
 


