Library Paraprofessional 
Daily:
· Check in Library Books
· Shelve Books according to Dewey Decimal System
· Assist with Book Check-out
· Straighten Shelves
Weekly:
· Run Overdue notices and distribute
· Run AR/STAR reports
· [bookmark: _GoBack]Update AR Point Club Bulletin Board and Millionaire’s Club each week

Miscellaneous:
· Mend books
· Label books with AR sticker and color codes
· Assist in End-of-the-Year Inventory

