
 LIBRARY ASSOCIATE 
 
DEFINITION OF WORK 
 
Under general supervision, employees perform complex paraprofessional duties for the County 
Library.  Employees provide customer service to library patrons by conducting research of reference 
materials, library information systems, and catalogues; provide information pertaining to library 
resources and equipment; provide one-on-one instruction to customers; and supervise and perform 
circulation, information or youth desk services.  Employees may perform administrative and 
technical work for an assigned library services function such as preparing bibliographic information 
for library materials, preparing historical programs; developing displays and other promotional 
materials; and preparing, editing, and maintaining cataloging information.  Employees report to 
professional librarians or Library Circulation Managers. 
 
EXAMPLES OF WORK 
 
Employees supervise and/or perform tasks at the Circulation, Information or Youth Services Desk, 
including checking library materials and books in; assist customers with self-service check-out and 
library card self-registration, issue new cards, prepare books to be shelved, place books/materials 
on hold; and collect overdue fees. Employees prepare work schedule for the circulation desk; train 
and provide guidance to less experienced staff; assist in collection weeding; research information in 
reference materials, data bases, and provides assistance to library customers.  Provide reader's 
advisory and reference information to patrons; monitor the work of Library Pages; compile 
readership statistics; attend outreach events; and train library customers in the use of library 
equipment and systems; perform data entry, record keeping, data base maintenance, cataloging, 
and/or processing duties for an assigned administrative function/program area  such as interlibrary 
loans, periodical subscriptions, audio visual materials, and law library materials; may conduct 
programs for adults and all ages audiences. Employees perform related work as required. 
 
EMPLOYMENT STANDARDS 
 
Education and Experience:   
 
Graduation from a four-year college or university and one year of relevant public library experience or 
progressive customer relations experience in the public sector; or an Associate’s Degree in Library and 
Information Technology and two years of relevant public library experience or progressive customer 
relations experience in the public sector; or an Associate’s Degree and three years of relevant public 
library experience or progressive customer relations experience in the public sector; or graduation from 
high school and five years of relevant public library experience or progressive customer relations 
experience in the public sector; or an equivalent combination of education and experience. 
 
Knowledge, Skills, and Abilities: 
 
Considerable knowledge of principles and practices of providing library services in the circulation of 
books, reference services, and cataloging; considerable knowledge of library terminology and 
related professional languages used within the Department. Working knowledge of the methods, 
procedures, and policies of Cumberland County as such pertains to the performance of the essential 
duties; working knowledge of the library standards, pertaining to essential duties and work 
responsibilities; working knowledge of the organization of the Department, and of related 
departments and agencies.  Ability to maintain cooperative and effective relationships with intra- and 
interdepartmental personnel. 



Library Associate 
Page 2 
 
 
SPECIAL REQUIREMENTS 
 
Background check with local law enforcement agency required. Some positions within classification 
may require a valid North Carolina driver’s license.  Condition of Employment: Each applicant who is 
tendered an offer for employment for any position with Cumberland County shall be tested for the 
use of drugs specified in the County policy. Refusal to submit to testing or a confirmed positive test 
shall be basis for withdrawal of the conditional employment offer.     
 
ADA REQUIREMENTS 
 
Work is performed in an office setting. Tasks are regularly performed without exposure to adverse 
environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain, fumes, 
temperature and noise extremes, machinery, vibrations, electric currents, traffic hazards, toxic 
agents, violence, disease, or pathogenic substances.   
 
PHYSICAL REQUIREMENTS 
 
Must be able to exert moderate, though not constant physical effort, typically involving some 
combination of climbing and balancing, stooping, kneeling, crouching, and crawling. 
Must be able to lift, carry, push, and/or pull objects and materials of moderate weight up to 40 
pounds. 
Must be able to perform coordinated movements such as operating office equipment and 
keyboarding.  
Some tasks require visual perception and discrimination.   
Some tasks require oral communications.  
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