
 

 
Library Assistant #00839 
City of Virginia Beach – Job Description 
Date of Last Revision: 05-16-2019 

FLSA Status:  N/A Pay Plan:  Hourly                       Grade: N/A 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 

Shelve library materials and maintain them in proper order. 

Representative Work Functions and Responsibilities 
Shelve library materials in alpha-numeric order to ensure immediate access by staff and customers. 

Maintain library materials in proper order and adjusts to changes in the collection by shifting materials to 

improve access to them. 

Assist customers with directional and catalog access questions to provide quality customer service, 

referring to appropriate staff members, as needed.  

Perform the tasks necessary to prepare the agency for opening and closing. 

Identify items for review based on condition. 

Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 

Shelve library materials accurately and in a timely manner; arrange library materials in alpha-numeric 

order on to carts; regularly check the proper order of library materials on shelves; return library materials 

used by customers during the day to the proper place; distinguish between directional and informational 

requests; respond effectively to customers’ requests for assistance; follow set procedures for opening and 

closing the library; recognize items needing repair and decides on appropriate actions; learn to perform 

basic circulation functions. 

Minimum Qualifications 
Must be at least 15 years of age and eligible for appropriate working permits.         

Preferred Qualifications 
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This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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High school coursework in keyboarding, computer software and communication skills. 

Special Requirements 
Must be able to work rotating shifts (days/evenings) including weekends and holidays, be available to 

work overtime, and work at various library locations as necessary to meet operational needs. 

Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of filing systems.  
B. Skills 

1. Skill in alphabetizing and putting materials in correct alphabetical and numerical order. 
2. Skill in organizing materials in preparation for shelving. 

3. Skill in exercising courtesy and respect with customers. 
C. Abilities 

1. Ability to perform basic functions of the library automated system. 
2. Ability to understand and follow oral and/or written directions. 
3. Ability to learn to operate a standard computer keyboard. 
4. Ability to read and write English. 
5. Physical ability to lift, stoop, and stretch to transfer books and materials weighing 1 - 15 lbs. each 

from 4 to 7.5 hours per day and to be on your feet for long periods of time. 
6. Physical ability to push/pull fully-loaded, wheeled library book carts. 
7. Ability to work independently as well as a member of a team. 

 

 


