Forest Grove City Library
Volunteer Job Description
Shelf Reader
Purpose of Position:  
Assist circulation staff in keeping library items neatly organized and in proper order.  Keeping library items straightened and in accurate order allows patrons and staff to quickly find what they need and helps the library look organized and presentable.
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 for accurate shelving in assigned collections
· Move items that are out of place into the correct location
· Straighten and shift items on shelves as needed
· Pull items that need mending
· Dust shelves as needed
· Use report to search for items with a missing status
Skills required:
· Ability to put items in alphabetical and numerical order
· Attention to detail
· [bookmark: _GoBack]Ability to perform repetitive tasks
· Ability to read small print
· Ability to stretch, bend, and kneel
· Ability to work independently with staff support

