
 
 

Library Technician 
 
 
SUMMARY: 
 
Philander is seeking a Library Technician to assist library customers in multiple areas of service. 
Under the supervision of the Library Director, the Library Technician, performs duties related to 
carrying out circulation desk operations such as; greeting and assisting library users, maintaining 
library materials, database and equipment, and maintain the database. 
 
 
RESPONSIBILITIES: 
 

• Greet and assist customers 
• Performs circulation services 
• Process overdue and lost material records;  
• Demonstrate library equipment 
• Register new customers via the library’s integrated library system (ILS), and maintain 

statistical data 
• Assist customers with technical assistance 
• Maintain the customer database 
• Provide reference assistance and information  
• Monitor and perform stack maintenance, including shelving of materials, shelf-reading, 

shifting collections, updating shelf locators, identifying materials for preservation and 
updating materials 

• Respond to library radio frequency identification system alerts 

This job description reflects the assignment of some essential functions of the job; however, 
nothing restricts management’s right to assign or reassign duties and responsibilities to the job at 
any time. 
 
 
REQUIRED QUALIFICATIONS:  
 
Two years college coursework plus two years of experience working in a library or other 
environment requiring relevant skills and abilities, or an equivalent combination of education 
and experience required.  Bachelor’s degree and experience working with automated library 
systems preferred. 
 
HOW TO APPLY: 
 
Review of applications will begin immediately and the position will remain open until filled.  Interested 
applicants should submit a letter of application and resume to: humanresources@philander.edu.  Email 
subject line should include the full name of the position for which you are applying and documents should 
be in Word or PDF format.   



 
 

Philander Smith College follows the CDC guidelines regarding COVID-19. Vaccinated 
employees support our commitment to provide a safe campus for everyone. 
 
Philander Smith College is an equal opportunity employer and does not discriminate against 
applicants or employees based on age, race, sex, national origin, ethnicity, veteran status or 
religion.  Philander Smith College is a smoke-free and drug-free work environment.  Philander 
Smith College participates in E-Verify. 
 


