
 High School Page 
: Technical and Circula on Services 

 Part-Time, Non-Exempt, Employee Classifica on D 
 7-12, Some Evenings and Weekends 

 $13.00 - $18.00 Per Hour 
 Technical Services Manager 

 

The High School Page is responsible for shelving materials neatly, accurately, and promptly, 
working with the Technical Services Manager to maintain an organized and orderly collec on, 
helping other Department Heads with projects as needed, and performing basic circula on 
tasks. This posi on requires strong a en on to detail, a willingness to new skills, and the ability 
to communicate with library patrons and co-workers in a posi ve and professional manner.   
 

 Shelves library materials neatly, accurately, and promptly. 
 Maintains shelves by straightening, shi ing, and dus ng as needed. 
 Shelf reads assigned sec ons to ensure library materials are in the correct order. 
 Fills displays as needed. 
 Assists staff with projects, including but not limited to, processing de-selected items, 

preparing cra  and STEM kits, se ng up before programs, cleaning up a er programs, 
sor ng marke ng materials, and running DVD’s and CD’s through the disc cleaner. 

 Performs basic circula on tasks, including but not limited to, checking items in and out. 
 Assists patrons by answering basic ques ons or direc ng them to the appropriate library 

staff member.  
 Collects and takes trash and recycling to the outdoor dumpsters. 
 A ends scheduled mee ngs and trainings, as required. 
 Par cipates in professional development and con nuing educa on as directed by the 

Technical Services Manager and/or Library Director. 
 Understands, demonstrates, and can communicate all policies and procedures. 
 Performs other du es as assigned. 

 

 Ability to provide respec ul customer service to all patrons in a mely, accurate, and 
confiden al manner. 

 Ability to develop and maintain respec ul, collabora ve rela onships with library staff, 
patrons, community partners, and vendors. 



 Ability to communicate clearly, effec vely, and professionally in English, follow 
direc ons, and read documents wri en in standard English text. 

 Ability to independently plan, organize, and priori ze work assignments.  
 Ability to complete detailed work neatly, efficiently, and accurately, with some 

supervision.  
 Ability to adapt to changes in responsibili es, work environment, and social situa ons 

with a posi ve a tude, ini a ve, and crea vity. 
 Ability to effec vely use and troubleshoot technologies to complete work, including 

email, the library’s calendar, and online tools.   
 

 Current high school student. 
 Entry Level – no prior work experience required. 

  Constantly 
(2/3 or more of 

the me) 

Frequently 
(1/3 – 2/3 of the 

me) 

Occasionally 
(1/3 or less of 

the me) 
Focus and maintain professionalism 
in an environment with moderate  
noise and frequent interrup ons. 
 

 
 

 

Remain in a sta onary posi on. 
 

  

Move around the workspace.  
 

 

Posi on self to access items on a 
low shelf, in a low drawer, or on the 
floor. 
 

 
  

Move items overhead (up to 75” 
high) 
 

 
  

Move boxes, carts, tables, etc. 
across the workspace (up to 35 
pounds). 
 

   

Operate a computer and other 
office produc vity machinery such 
as a copy machine, printer, 3D 
printer, etc.  
 

  
 



Observe and recognize details at 
close range (within a few feet of the 
observer). 
 

 
  

Communicate informa on clearly 
and accurately so others will 
understand in person, on the 
phone, virtually, or in wri ng with 
individuals and groups.  
 

 
  

Travel to local or regional off-site 
loca ons. 
 

  
 

Perform du es in a climate-
controlled, indoor se ng. 
 

 
  

Perform du es in an outdoor 
se ng. 
 

  
 

 

 Paid Leave and Holiday Pay 
 Flexible Schedule 

 
This job descrip on is not, nor is it intended to be, a complete statement of all du es, func ons, 
and responsibili es that comprise this posi on. The Brimfield Public Library District retains the 

right to change or assign other du es to this posi on at any me. 
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