
 
 

 

Camden County Public Library 

Children’s Specialist Job Description 

Salary: 10.75-12.59 

Job Type: Full Time 

 

Job Summary:  This position is responsible for planning and conducting a variety of 

children’s and young adult programs. 

 

Major Duties: 

 

°  Plans and conducts children’s and young adult programs.  Such as puppet shows, 

 story times, crafts, performances, and summer activities. 

° conducts programs and tours for area schools, clubs, day-care facilities, and 

 community organizations. 

° Conducts special reading incentive programs for children; selects and secures all 

 materials and performers; coordinates and schedules teen volunteers. 

° Develops and conducts literacy workshops for parents and young readers. 

° Keeps the collection up to date on Lexile and Accelerated Reader scores. 

° Plans and creates children and young adult displays on a monthly basis. 

° Helps the Library Manager in developing policies and procedures pertaining to 

 children and young adult services. 

° Must keep up to date on current parenting and educational trends for children to 

 develop relevant programs. 

° Monitors department’s expenditures under the current budget. 

° Attends all staff meetings and regional training, in addition to conferences when 

 funding is available. 

° Contributes information pertaining to the children and young adult programs to 

 the library Facebook page, while also submitting the information to the local 

 newspaper and TRRL Website. 

° Provides library and reader’s advisory service to patrons as requested. 

°  Provides services to patrons by checking materials in and out, collecting fines, 

 answering directional and reference questions, copying materials, placing holds 

 on items, issuing new cards, explaining library policies and procedures, 

 explaining and teaching the library’s computer operating system, and responding 

 to telephone inquiries. 

°  Retrieves items from the book drop throughout the day and checks them in. 

°  Assists with voter registration. 

°  Searches for missing items. 

°  Collects payment for lost or damaged materials and overdue fines. 

°  Sorts and shelves materials; examines shelves to ensure books are in the proper 

 order. 
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°  Assists patrons with utilizing online reference sources and databases. 

°  May perform technical service duties such as entering data into the computer, 

 checking in and processing items, replacing barcodes, and conducting inventory. 

°  Promotes all library programs and resources to the patrons and community. 

°  Provides assistance and education for requesting items from other libraries in the 

 PINES system and contacting patrons when the item comes in. 

°  Provides reference assistance as requested; assists patrons with locating materials, 

 both in the library’s collection and online resources through the Three Rivers 

 Website. 

°  Explains the policies and procedures for the use of the community room to 

 interested patrons, while completing the proper paperwork and scheduling 

 procedures for the room. 

°  Mends worn and/or torn materials. 

° May open and close the library, as well as work on Saturdays. 

°  Performs general clerical duties such as typing, filing, and cleaning. 

°  Assists and instructs the public in the use of computers and giving basic internet 

 instruction. 

°  Performs other related duties as assigned. 

 

 

Knowledge Required For The Position: 

°  Knowledge of the Dewey Decimal cataloging system. 

°  Knowledge of library policies and procedure. 

° Knowledge of children’s and young adult materials and availability. 

°  Knowledge of collections and reference resources possessed by the library. 

° Knowledge of community resources and service agencies. 

°  Knowledge of reference searching via the Internet. 

°  Knowledge of the PINES (Public Information network for Electronic Services) of 

 the Georgia  Public Library Service. 

° Skill in planning and conducting programs. 

° Skill in organizing and prioritizing work. 

° Skill in management and supervision of children. 

°  Skill in operating a computer, social media, Microsoft Office Programs, 

 printer/copier,  calculator, and fax machine. 

°  Skill in performing basic mathematical calculations and basic accounting. 

°  Skill in dealing with the general public. 

°  Skill in oral and written communication. 

°  Skill in working closely with fellow employees. 
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Supervisory Controls:  The Library Manager assigns work in terms of somewhat 

general instructions.  Completed work is spot-checked for accuracy, compliance with 

procedures and instructions, and the nature and propriety of the final results. 

 

Guidelines:  Include library and regional policies and procedures. These guidelines are 

generally clear and specific, but may require some interpretation in application. 

 

Complexity:  The work consists of related duties in overseeing children and young adult 

services to patrons.  Time constraints and frequent interruptions contribute to the 

complexity of the work. 

 

Scope and Effect:  The purpose of this position is to provide youth services in support of 

the community’s needs.  Successful performance contributes to the efficient and effective 

operation of the library. 

 

Personal Contacts:  Contacts are typically with library patrons, co-workers, library 

employees of Three Rivers, school officials, business and civic representatives, news 

reporters, and performers. 

 

Purpose of Contacts:  Contacts are typically to give and exchange information and 

provide services. 

 

Physical Demands:  The work is typically performed with intermittently sitting, 

standing, walking, bending, crouching, or stooping.  A lot of work is also done on the 

floor and requires the ability to get up and down frequently. The employee lifts light and 

heavy objects, climbs ladders, and uses equipment requiring a high degree of dexterity. 

 

Work Environment:  The work is typically performed in a library, but will also be in 

daycares and school settings. 

 

Supervisory and Management Responsibility:  None. 

 

Minimum Qualifications: 

 

°  Knowledge and level of competency commonly associated with the completion of 

 a baccalaureate degree in a course of study related to the occupational field. 

°  Experience sufficient to thoroughly understand the work of subordinate positions 

 to be able to answer questions and resolve problems, usually associated with one 

 to three years’ experience or service. 

° Possession of a valid driver’s license issued by the State of Georgia. 


