
 
 
 

 
POSITION:  Library Assistant- Public and Digital Services 
DEPARTMENT: Grey Highlands Public Library System  

  REPORTS TO: Chief Executive Officer 

 
SUPERVISES: 0                                  GRADE: 3  

 
 

 
JOB DESCRIPTION – Library Assistant-Public and Digital Services   

JOB DESCRIPTION 

PURPOSE OF POSITION 

 

The Library Assistant for Public and Digital Services is welcoming and proactive in the provision 
of library services that includes Community Programming and Outreach, support of Digital 
Services and Technology training and support for staff and the public.  This person informs 
patrons about the range of library services they can access and reaches out in the community to 
build and maintain relationships. 
Reporting to the CEO, the Library Assistant provides Adult programming, supports Child/Youth 
Programming, supports services such as website maintenance, social media communications, 
ILS management, Promotions and technology training /support of staff and the public. 
 

 
MAJOR RESPONSIBILITIES 

Digital Services 
 

 Supports the Digital Services Manager to provide: 
o community development and outreach regarding digital library services. 

o digital and technical support and training to staff  
o promotional material related to digital services and virtual spaces. 
o computer training/support to public including the planning and delivery of 

technology workshops 
o promotion and marketing of programs, through print and electronic media 

(posters, website, social media, mainstream media) in coordination with the 
CEO and other staff 

o with the development and maintenance of the library website and all other 

social media accounts 
 Act as back-up support in the absence of the Digital Services Manager 

 
Public Services 
 

 Work in tandem with CEO and Branch Managers on the development, delivery, and 
evaluation of programs, outreach, and partnership opportunities with organizations, 

groups, agencies, businesses and other stakeholders to increase the use of library 
resources and services in response to the current and future needs of the community 

 Collaborate with the CEO with planning and delivery of  a variety of adult programs 

and activities to encourage the use of the library, including: author readings, reading 
speakers, reading clubs, and other special events 

 Acts as back-up to Library Assistant for Children and Youth Services 
 

 Provides technology support to the staff and public. 

 Work on the circulation desk as needed and provide associated services including 
reception, circulation, information, reference, reader’s advisory, other. 
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 Delivers circulation and information, reference and reader’s advisory services to the 
public 

 Prepares statistics and reports as required 
 Participates in staff meetings and committees as assigned 

 Performs other duties as assigned 

TRAINING 

 Library Orientation at each facility including Health and Safety, Confidentiality etc.  
 Staff meetings 
 Attend seminars/workshops including necessary training to stay current with 

technology/databases/software required to perform duties of the job 
 

KNOWLEDGE AND SKILLS 

Education and Experience: 

 
 Post-secondary school University Degree or College Diploma in Library Studies(i.e. 

Library Technician Diploma or approved equivalent combination of education and 

experience) 
 1-2 years of relative experience 

 Experience with development of websites and social media  
 Experience with computers/ other technology tools  
 Ability to transfer digital content such as eBooks to eReaders, tablets, etc. and to 

assist and teach patrons to do the same 
 Proven excellence in customer service; aptitude for problem solving; flexible 

 Excellent organizational skills with attention to detail and accuracy 
 Displays excellent interpersonal and team-oriented  workplace skills 
 

 Demonstrated experience planning and delivering programs in a public library 
 setting. 

 Demonstrated expertise with a wide range of social networking tools and technology, 
 and best practices for their use by libraries. 
 Excellent public relations skills, tact, resourcefulness, flexibility and the ability to 

 perform in challenging situations and as part of a team, with an emphasis on 
 customer service and technology 

 
 

Work Requires: 

 Excellent command of the English language, spoken and written  
 Communicate effectively with others, orally and in writing 

 Excellent creative thinking, problem solving abilities, leadership and management 
skills. 

 Ability to communicate technical and complex information to non-technical audience 

both in oral and written form 
 Work independently and collaboratively 

 Ability to communicate with library staff and partner organizations 
 Excellent research skills 
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WORKING CONDITIONS 

 May be required to work evening/weekends and must be willing to work at all 

branches. 
 May work alone. 

 Extended periods of computer use 
 Extended periods of interaction with individuals 
 Often works in full public view.  

 May have to deal with difficult issues and/or confrontational patrons  
 May be required to lift/carry boxes of books (max. 30 lbs), transport courier bins 

from one branch to another, and assist with moving of shelves. 
 Occasionally required to shovel snow from walkways and exits. 
 Adheres to all library board policies and procedures 

 26.5 hours per week.  Some evenings and Saturdays.   
• Adheres to all legislation, policies and procedures applicable to the position (e.g. 

Health and Safety, Human Rights, library policies.) 
 
CONTACTS 

 
Communication with internal and external individuals is regular in this position.  Internally, 

this includes other library employees, Board Directors, and branch volunteers.  Externally, 
this includes: the general public, community groups, schools, other. 
 

 
 


