Circulation Assistant
Whitehall Community Library, 18560 Scranton Street
Whitehall, Wisconsin
Position Summary
The Whitehall Community Library is seeking a friendly, organized, and community-minded Circulation Assistant to help provide welcoming and responsive library service to patrons of all ages. This position plays an important role in the daily operation of the library, including circulation services, interlibrary loan processing, collection maintenance, reader's advisory, social media promotion, and support for library programs and services.
The ideal candidate is dependable, flexible, comfortable working independently, and enjoys helping people connect with books, information, technology, and community resources.

Position Type
Part-time position averaging approximately 20 hours per week.
Starting wage: $18.70 per hour depending on qualifications and experience.
Schedule will include daytime, evening, and rotating Saturday hours.

Essential Duties and Responsibilities
Circulation Services
· Staff the public service desk and provide courteous assistance to library patrons
· Check library materials in and out
· Assist patrons with library accounts, holds, renewals, fines, and computer use
· Answer phones and respond to patron questions including help faxing, copying, scanning, and printing. 
· Open and/or close the library as assigned
Interlibrary Loan & Material Processing
· Process incoming and outgoing interlibrary loans
· Receive and process new library materials
· Apply labels, covers, barcodes, and other physical processing to library items
· Assist with shelving and shelf maintenance
· Help maintain accurate organization of library collections
Reader's Advisory & Public Service
· Recommend books, movies, and other library materials to patrons
· Assist patrons in locating materials and using the library catalog
· Provide basic technology assistance
· Help create a welcoming and inclusive library environment
Marketing and Community Engagement
· Assist with the library's social media presence, including creating posts, taking photographs, and promoting library programs, services, and collections
· Highlight new books, movies, and library resources through displays and online promotion
· Assist with preparation of flyers, newsletters, and other promotional materials
· Help maintain attractive library displays and promotional areas
· Support outreach efforts that increase awareness and use of library services
Programming Support
· Assist with preparation and cleanup for library programs
· Help promote library events and activities
· Contribute ideas for programs, displays, and community engagement
General Operations
· Maintain patron confidentiality
· Work collaboratively with library staff
· Perform other duties as assigned to support library operations
Desired Qualifications
· High school diploma or equivalent required
· Previous library, customer service, education, office, retail, or communications experience preferred
· Strong communication and interpersonal skills
· Ability to work independently and manage multiple tasks
· Comfort learning library software, social media platforms, and basic technology tools
· Attention to detail and organizational ability
· Interest in books, reading, lifelong learning, and community service
· Spanish fluency is a desired but not required 
Physical Requirements
· Ability to lift and move library materials up to approximately 25 pounds
· Ability to bend, reach, and shelve materials
· Ability to sit and stand for extended periods of time
About the Library
The Whitehall Community Library serves as a welcoming community space offering collections, programs, technology access, lifelong learning opportunities, and community engagement for residents of Whitehall and surrounding rural communities.
The library values curiosity, kindness, creativity, public service, and strong community connections.
To apply: Please submit a resumé to Whitehall Community Library, 18560 Scranton Street, Whitehall (drop-off). PO BOX 36, Whitehall, WI 54773 (mail). whtlpldirector@wrlsweb.org (email) 

