
Title: Youth Services Assistant 

Qualifications:   

1. High School Diploma  

2. Experience working with children and families 

Job Purpose and Summary 

The Youth Services Assistant’s primary duties will be assisting the Youth Services Director in all 

aspects of customer service, including help with planning, preparing, implementing and 

promoting programs for preschoolers through high school age person and providing exemplary 

customer service.   

Other duties may include clerical work, basic computer skills, circulation functions, community 

outreach and assisting Youth Services Director as needed.  This position will include day, 

evening and some weekend work.  Hours will be determined by program needs.  

Supervision Received and Exercised 

Receives general supervision from Youth Services Director and Library Director  

Essential Duties and Responsibilities 

Welcomes and serves patrons of the library using high quality customer services practices.  

Instructs and assists patrons in the use of electronic and print sources and in finding 

appropriate materials. 

Shelves library materials, shifts and straightens shelves and other library material display areas.  

Assist with the planning of children’s and youth programs, including activities related to the 

appropriate age group.  

Create book displays that revolve around particular themes or holidays related to children’s and 

youth programs.  

Participates in organizational meetings for the summer reading program.  

Conduct summer reading workshops; creates lesson plans and display materials. 

Performs circulation desk duties, as necessary.  

Attends informational and instructional meetings and workshops. 



Assists in monitoring the behavior and conduct of library patrons.  

Maintains the appearance of the children’s services area. 

Conducts group library visits, tours, and classrooms research assistance.  

Cooperates with the children’s program on coordinating school services.  

Attends staff meetings. 

Promotes the library by practice of good public relations.   

Knowledge, Skills and Abilities: 

1. Ability to establish and maintain effective working relationships with staff, volunteers 

and public.  

2. Ability to be friendly, courteous and meet people easily. 

3. Ability to work independently 

4. General knowledge of children’s literature. . 

5. Ability to learn computer operations and related library databases.  

6. Ability to accurately file numerically and alphabetically. 

7. Basic typing, filing and computer skills. 

8. Ability to exercise leadership and provide direction.  

9. Ability to empathize and relate to the needs of all patrons especially children and their 

caregivers.  

10. Ability to follow a task through to completion.  

11. Demonstrated creative ability to tell read and interpret stories to children.  

 

Miscellaneous Requirements 

Must be able to pass a security background check. 

Note:  This description is not all-inclusive of every task or responsibility.  

 

 

 

 

 



 

 


