
 

 

Job Posting 
 
 
 

 

 

 
Under the general direction of the Youth Services Coordinator, plans and presents programs for children, teens and families 
and provides readers advisory and informational assistance to all ages. 

 

 
 

1. Assists in planning and presenting diverse and creative programs for infants, children, teens and their caregivers, 
including story time, craft programs, technology classes and other activities that support literacy, creativity and life-
long learning. 

 

2. Assists Youth Services staff to plan, promote and provide outreach services for area schools, preschools, 
daycares and community organizations. 

 

3. Prepares department displays that encourage reading, literacy and learning or highlight particular library events 
or holidays. 
 

4. Provides reference and information services to patrons of all ages. Duties include, but are not limited to: receiving 
and answering of questions regarding collections; library services and policies; interpreting patron needs and 
conducting research necessary to obtain sources of information; assisting patrons in the use of subject specialty 
materials; and recording reference statistics. 

 
5. Serves library users at the Service Desk by checking in and out library materials, collects money for service fees and 

lost and damaged materials, issues new/replacement library cards, registers new patrons and processes name and 
address changes.  Also assists with other circulation functions, holds,  

 
6. Attends professional development and continuing education workshop and training sessions. 

 

 
 

1. Bachelor’s Degree in education preferred; may substitute an Associate’s degree with early childhood coursework or 
five or more year’s extensive experience working with young children. 

 
2. One to two years of work experience in library programming, literature or education is desired. 

 
3. Experience working with children is required. 

 
4. Technology skills necessary to perform duties and responsibilities listed in the job description.  

 
5. Flexibility in scheduling including the ability to work evenings and weekends is required. 

 
 

 

Position Title:                                               Hourly Pay: 

Program Assistant II – Youth Services         $16.00 

Hours Per Week: 25-29 
Work hours are varied, including evenings and weekends 
hours 

Posting Start Date: 
6/27/2022 

 Posting End Date: 
 Until Position is Filled 

Application Process: 
Please submit a cover letter, resume and application to: Business Office Manager, DeWitt District Library, 
13101 Schavey Road, DeWitt, MI 48820 or via e-mail at mlitos@dewittlibrary.org.  

JOB SUMMARY 

DUTIES AND RESPONSIBILITIES 

JOB REQUIREMENTS 

mailto:mlitos@dewittlibrary.org


6. Visual acuity and physical ability to push/pull fully loaded book carts, retrieve or place materials above shoulder or 
below knee level, deliver materials curbside in varying weather and temperature conditions and lift/carry materials and 
delivery bags weighing up to 40 pounds. 

 
7. Hearing ability to answer telephone and patron inquiries. 

 

 
 

1. Generally, will work within a normal office environment. Must work outside for short intervals with possible discomfort 
due to varying weather and temperature conditions. 

 
2. Requires occasional travel and may include out of county travel for meetings and conferences. 
 
3. Work hours are varied, including evenings and weekend hours.  
 
4. Frequent sitting/standing in one position for extended periods of time. 

 

 
This information is intended to describe the general nature and level of work being performed by a person assigned to this job.  They are not to be 
construed as an exhaustive list of all job duties that may be performed by a person so classified.   

WORKING CONDITIONS 


