Forest Grove City Library
Volunteer Job Description
Inventory Assistant
Purpose of Position:  
Assist circulation staff in maintaining an accurate record of library materials.  Use reports to track items on the shelf and determine if each item has the correct spine label and status and is in the correct location.  Regular inventory of the collection ensures the library catalog is accurate and allows patrons and staff to find what they need.
Supervised by:  
Assigned circulation staff
Schedule:  
Two hour regularly scheduled shift each week any time Monday-Thursday, 9:30-7:30, Friday-Saturday, 9:30-5:30
Job duties:
· Check items on shelf against information on prepared report
· Move items that are out of place into the correct location
· Pull items that do not match the inventory report
· Straighten and shift items on shelves as needed
· Pull items that need mending
· Dust shelves as needed
Skills required:
· Ability to put items in alphabetical and numerical order
· Attention to detail
· Ability to perform repetitive tasks
· Ability to read small print
· Ability to stretch, bend, and kneel
· [bookmark: _GoBack]Ability to work independently with staff support
