
Independence Community College  
Position Announcement 
Library Assistant 
___________________________________________________ 
Independence Community College (ICC) seeks applications for the position Library Assistant. 
Independence Community College, a rural, residential community college in southeast Kansas, serving 
the needs of full/part-time students has initiated continuous quality improvements through the AQIP 
accreditation process.  Independence Community College is an Equal Opportunity Employer. ICC 
encourages and promotes a diversified workforce. 

Position Summary 
The Library Assistant is primarily responsible for the day-to-day functions of the User Services 
Area (front desk) of the Library and is the primary customer service contact for library patrons.  
Library Assistant is responsible for supervising student workers, circulation, inter-library loan, 
general reference questions, helping patrons with computer- or photocopier-related questions, 
technical processing of library materials, and other duties as required.   

Full-Time; flexible scheduling- will require evening and weekend hours 

 

Qualifications 

 Preferred:   

  Library degree (MLS or BLS) 

  Experience working in academic library setting or teaching 

  Supervisory experience 

  Knowledge of library principles, practices and trends and willingness to stay active 
  through professional development. 

Knowledge of cataloging, research assistance, ILL practices, Microsoft Office/Google 
Docs, general record keeping, copy machines, and positive customer services skills.  Use 
of KOHA ILS system is a plus. 

 Required: 

  Experience working in library setting 

  Knowledge of library principles, practices and trends and willingness to stay active 
  through professional development. 

Knowledge of cataloging, research assistance, ILL practices, Microsoft Office/Google 
Docs, general record keeping, copy machines, and positive customer services skills.  Use 
of KOHA ILS system is a plus. 

Ability to work evenings and weekends. 

 



Working Conditions/Physical Requirements 

 The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the Administrative Assistant position. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions, 
but only after full disclosure by the applicant. 

 1. Position generally requires light work in doors with occasional lifting of 20 pounds or more, carrying 
supplies, equipment, instruments and small tools. The job requires varying amounts of sitting, climbing, 
kneeling, and standing.  

2. Ability to sit and stand for extended periods of time. Requires constant hand grasp and finger dexterity; 
frequent sitting and standing, walking and repetitive leg and arm movements, occasional bending, 
reaching forward and overhead; squatting and kneeling.  

3. Ability to communicate verbally and in writing. 

 4. Must possess a valid, current driver’s license, as minimal travel may be necessary.  

Position Information  

This is a full-time, non-exempt, 12-month position; benefits include college subsidized health insurance, 
paid leave, and employee tuition scholarships. ICC participates in the Kansas Public Employees 
Retirement System (KPERS). The person hired will be able to start immediately. The position is full-
time; flexible scheduling- will require evening and weekend hours.  

 Salary is commensurate with education and experience. 

Application Procedures  

This position is open until filled. Review of applications will begin immediately. Candidates whose 
education and experience match or exceed the job requirements may apply online at www.indycc.edu/hr 
and a complete application packet includes the following:  
- Cover Letter  
- Résumé 
 - Three references with contact information 
 - A signed and completed Independence Community College application. 

For a complete position announcement and position description, please go to 
http://www.indycc.edu/about-us/human-resources/index  

 
Primary Responsibilities 
 
1.   Oversee the day-to-day functions of the User Services Area, including training and 
supervision of student workers 
2.   Assist patrons with locating materials in the physical collection, as well as in the Library’s 
electronic resources, such as databases and web guides 
3.   Answer general reference questions and direct patrons to appropriate resources 
4.   Assist with circulation activities of all library materials, including books, DVDs, magazines, 
eReaders and reserve materials 
5.   Oversee interlibrary loan services and maintain important statistics on this area 
6.   Oversee the technical processing of library materials  
7.   Assist with periodical (magazine) receiving and related record keeping 



8.   Assist with acquisitions of library materials and related record keeping (cataloging) 
9.   Maintain archives of college-wide board minutes, handbooks, and related materials 
10. Oversee collection of college-related news clippings, including preservation  
11. Handle and record monetary transactions as needed 
12. Conduct library tours and brief orientations for students and visitors as needed 
13. Record daily statistics as needed 
14. Delete items and records from the library catalog when required; catalog new material 
15. Assist with annual inventory as needed 
16. Assist with keeping the Library clean, tidy and attractive by performing such duties as 
shelving materials, watering plants, cleaning furniture, and so forth as needed 
17. Assist in the planning and overseeing programming. 
18. Perform other duties as required 
19. Maintain regular and timely attendance 
 
Required Knowledge, Skills and Personal Qualifications 
 
1.  Must be capable of acquiring in-depth knowledge of the library catalog, databases, and 
information literacy skills ("recognize when information is needed and have the ability to locate, 
evaluate, and use effectively the needed information" from the American Library Association) 
2.  Must be able to maintain friendly, courteous and professional behavior towards patrons and 
college faculty and staff at all times, displaying eagerness to help, flexibility, and a strong 
positive attitude 
3.  Must be comfortable using computers, photocopier/scanners, eReaders and other Library 
technology 
4.  Must be familiar with Microsoft Office programs, particularly Word and Outlook  
5.  Must be able to learn to use new technology and computer programs quickly including library 
cataloging. 
6.  Have strong communication skills and be able to speak before a group or class as needed. 
6.  Must be flexible in terms of scheduling, job requires evening and weekend hours. 
8. Library and/or customer experience preferred. 
 
 

 

 


