COLLEGE OF

MARIN

FEDERAL WORK STUDY JOB DESCRIPTION

DEPARTMENT: Library JOB TITLE: Student Worker

BUILDING/CAMPUS: Fusselman Hall/Kentfield

ESSENTIAL FUNCTIONS AND DUTIES:

° Cooperate as a team member of the library staff, taking the initiative in performing any duty essential to efficient library operations.
° Check materials in and out of the library.

° Perform stack maintenance duties, including shelving books, pulling holds, inventory, and shelf reading.

° Answer telephones and transfer calls to the appropriate staff members.

° Assist with the opening and closing of the library when working in the early morning and/or evening.

° Provide patrons with basic directional information.

° Checking paper supplies in printers, checking the book drop, straightening up tables and chairs.

° Alert supervisor of any problems that arise.

ABILITIES/SKILLS/DESIRABLE KNOWLEDGE REQUIRED:

° Moderate English language skills.

° Fluency in other language desirable.

° Basic computer literacy.

° An attention to detail and strong grasp of alphanumerical organization.

° Clear and courteous customer service and ability to work cooperatively with a team.

Estimated Hours needed:
e [M:TBA TU: TBA W: TBA TH: TBA F: TBA

Will the student have access to or handle confidential records or information? Yes @ No|:’

If ‘Yes’, the student will be required to pass a Live Scan background check.

Note: Positions that require access to or handle confidential records/information will be reviewed by the Dean of
Enrollment Services.

STUDENT’S SUPERVISOR: an-Ling Long

EMAIL: llong@marin.edu PHONE#: 415-457-8811 ext.7674

STUDENT’S ALTERNATE suPERvisor: Karl Holub

EMAIL: kholub@marin.edu PHONE#: 415-457-8811 ext.7360

HOW TO APPLY: If you wish to apply for this position, please email the supervisor listed above and attach the
following: Cover Letter, Resume and Proof of FWS award (email notification from Enrollment Services)



	DEPARTMENT: Library
	JOB TITLE: Student Worker
	BUILDINGCAMPUS: Fusselman Hall/Kentfield
	undefined: Cooperate as a team member of the library staff, taking the initiative in performing any duty essential to efficient library operations.
	undefined_2: Check materials in and out of the library.
	undefined_3: Perform stack maintenance duties, including shelving books, pulling holds, inventory, and shelf reading.
	undefined_4: Answer telephones and transfer calls to the appropriate staff members.
	undefined_5: Assist with the opening and closing of the library when working in the early morning and/or evening.
	undefined_6: Provide patrons with basic directional information.
	undefined_7: Checking paper supplies in printers, checking the book drop, straightening up tables and chairs.
	undefined_8: Alert supervisor of any problems that arise.
	undefined_9: 
	undefined_10: Moderate English language skills.
	undefined_11: Fluency in other language desirable. 
	undefined_12: Basic computer literacy.
	undefined_13: An attention to detail and strong grasp of alphanumerical organization.
	undefined_14: Clear and courteous customer service and ability to work cooperatively with a team.
	M: TBA
	TU: TBA
	W: TBA
	TH: TBA
	F: TBA
	Check Box No: Off
	Check Box Yes: Yes
	STUDENTS SUPERVISOR: Lan-Ling Long
	STUDENT'S ALTERNATE SUPERVISOR: Karl Holub
	EMAIL: llong@marin.edu
	SAS EMAIL: kholub@marin.edu
	PHONE1: 415-457-8811 ext.7674
	PHONE2: 415-457-8811 ext.7360


