
 
 

 Youth Services Assistant 
: Youth Services 

 Part-Time, Non-Exempt, Employee Classifica on C 
 20-28 hours per week, Some Evenings and Weekends 

 $15.00 - $22.00 Per Hour 
 Youth Services Manager 

 

The Youth Services Assistant aids the Youth Services Manager with programming, marke ng, 
collec on maintenance and community engagement. Addi onally, the Youth Services Assistant 
provides readers advisory, performs all basic circula on func ons, assists patrons with library 
technology, and works as part of the library team to support the library’s mission of mee ng the 
informa onal, educa onal, and recrea onal needs of the community.  This posi on requires 
energy, enthusiasm, strong a en on to detail, a willingness to learn and demonstrate library-
related technology skills, and the ability to communicate procedures and policies to patrons in a 
posi ve and professional manner.   
 

 Provides excellent customer service, reference, and readers’ advisory for patrons of all 
ages in person or via telephone, email, or any other form of electronic communica on.  

 Contributes to the planning and implementa on of youth programming by developing 
program ideas, crea ng materials, helping with set-up and tear-down, and facilita ng 
programs both as part of a team and independently. 

 Plans and creates passive programs such as Take-It, Make-It kits and scavenger hunts. 
 Maintains Kid’s, Teen, and Maker Space area decora ons and displays. 
 Contributes to marke ng, social media, and public rela ons efforts. 
 Represents the library in a posi ve and professional manner both during onsite and 

offsite events, such as school visits 
 Maintains youth collec ons through purchase sugges ons, as well as deselec on and 

shelf reading as directed by the Youth Services Manager. 
 Performs basic circula on services, including but not limited to, checking out and 

checking in of materials, fee collec on, and registering new patrons.  
 Provides patrons with library-related technology support, including but not limited to 

downloading library apps and materials on personal electronic devices, searching the 
catalog, and prin ng from library computers.  

 A ends scheduled mee ngs and trainings, as required. 
 Par cipates in professional development, con nuing educa on, and networking 

opportuni es as appropriate to keep current on library trends, issues, and best prac ces. 
 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 both orally and 
in wri ng. 

 Ability to independently plan, organize, and priori ze work assignments.  
 Ability to complete detailed work accurately, efficiently, and on me with minimal 

supervision.  
 Ability to read, analyze, and interpret data.   
 Ability to discuss, integrate, and promote diversity, equity, inclusion, and accessibility in 

library services, resources, collec ons, and programs. 
 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 the 

library’s circula on system, library databases, Microso  applica ons, Google Suite 
applica ons, and online tools. 

 

 High School Diploma/ G.E.D. required; preference given to associates degree or Library 
Technician Assistant Cer ficate. 

 Library experience and/or experience working with children and/or teens. 

  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 
 Par cipa on in the Illinois Municipal Re rement Fund (IMRF) 
 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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