f LANSDALE PUBLIC LIBRARY

Job Title: Assistant Librarian of Youth Job Category: Hourly/non-exempt
Services

Department/Group: Youth Services Hours Per Week 37-40 Hour per week

Location: 301 Vine St, Lansdale Travel Required: 10% to 15%

Level/Salary Range: Starting at $18 to $20 per hour | Position Type: Full-Time

HR Contact: Library Director Date Posted: 9-14-2026

Will Train Applicant(s) | Experience required Posting Expires: When position is filled

Applications Accepted By:

EMAIL: MAIL: MINDY LEE M. LIPSKY

Director@LansdaleLibrary.org Lansdale Public Library

Subject Line: Head Librarian of Youth Services 301 Vine St.

** Phone inquiries will not be accepted** Lansdale, PA 19446

Job Description

ROLE AND RESPONSIBILITIES

POSITION SUMMARY:

The Assistant Librarian of Youth Services is a full-time public-service position that supports the Head
Librarian of Youth Services in delivering high-quality library services, programs, collections, and outreach
for school-age children and teens, ages 6 through 17. The Assistant Librarian creates welcoming, inclusive,
and engaging experiences that promote reading, learning, creativity, and connection to the library.

Working under the direction of the Head Librarian of Youth Services, this position provides reader’s
advisory, reference, technology, and account assistance; develops and presents programs; assists with
collection maintenance and displays; and helps ensure the Youth Services Department is organized,
responsive, safe, and inviting. The position regularly serves patrons of all ages and may provide
department leadership or coordinate assigned work during the Head Librarian’s absence.

SUPERVISION:

e Reports directly to the Head Librarian of Youth Services.

e May provide day-to-day guidance, training, and task coordination to part-time staff, volunteers, and
assigned employees as delegated by the Head Librarian of Youth Services.

e Does not hold primary responsibility for department staffing, performance management, budget
development, or strategic direction; these responsibilities remain with the Head Librarian of Youth
Services and Library Director.

QUALIFICATIONS AND EDUCATION REQUIREMENTS

e Bachelor’s degree required.
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e  Master of Library and Information Science (MLIS) degree from an ALA-accredited institution
preferred.

e Experience working with children and/or teens ages 6—17 in a public library, school, youth-serving
nonprofit, educational, recreation, or comparable setting is required.

e  Public library experience is strongly preferred.

e Knowledge of children’s and young adult literature, current youth interests, literacy development, and
age-appropriate programming practices.

e Demonstrated ability to plan and present engaging programs, including book discussions, creative
activities, STEM/STEAM experiences, technology instruction, literacy-focused events, and special
programs.

e Excellent customer service, communication, interpersonal, and organizational skills.

e Ability to interact effectively with children, teens, caregivers, educators, community partners, and
patrons of varied backgrounds.

e Ability to work independently, prioritize competing assignments, exercise sound judgment, and remain
calm and approachable in a fast-paced public setting.

e  Proficiency with Microsoft Office applications and comfort learning library technology, online
resources, program-registration platforms, and an integrated library system; ILS experience preferred.

e Ability to work a flexible schedule that includes daytime, evening, and Saturday hours, as well as
occasional off-site outreach and dedicated events.

e Commitment to equitable, inclusive, and welcoming service for all members of the community.

e Must maintain professional conduct and appearance, reliable attendance, and openness to change and
new responsibilities.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Public Service and Patron Support

e Provide prompt, attentive, and friendly customer service in person, by telephone, and electronically to
patrons of all ages, with a particular focus on school-age children and teens.

e Deliver reader’s advisory and reference assistance; recommend age-appropriate books, series,
audiobooks, digital resources, and other materials that reflect diverse interests and needs.

e Assist patrons with library cards, accounts, circulation questions, holds, digital services, printing, public
computers, and basic technology troubleshooting.

e Help children, teens, and caregivers navigate library services and connect with resources that support
reading, learning, school success, creativity, and recreation.

e Explain and apply library policies and procedures consistently, respectfully, and in a manner that
supports positive customer relationships.

e Maintain a welcoming, safe, and orderly Youth Services environment.

Programs and Outreach

e Plan, prepare, promote, present, and evaluate regular and special programs for ages 6—17.

e Develop engaging programs such as book clubs, creative workshops, craft activities, STEM/STEAM
programs, gaming events, technology programs, literacy initiatives, and school-break activities.

e Support department-wide programming, including Summer Reading, PA Forward literacy initiatives,
dedicated events, and activities developed by the Head Librarian of Youth Services.

e Create program materials, supply lists, room setups, attendance records, and post-program
evaluations.
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e Track program attendance and patron feedback; communicate outcomes and recommendations to the
Head Librarian of Youth Services.

e Assist with creating print, digital, website, social-media, and newsletter content promoting youth
programs, services, and collections.

e Represent the Library at schools, community festivals, partner sites, and other outreach opportunities.

e Develop and maintain positive relationships with educators, youth-serving organizations, community
partners, and families.

Collection, Display, and Department Support

e Assist the Head Librarian of Youth Services with collection development, selection, acquisition,
processing, weeding, withdrawal, repair, replacement, and merchandising of materials for ages 6—-17.

e  Maintain familiarity with new and popular children’s, middle-grade, and young adult materials in print,
audio, digital, and other formats.

e Shelve and shelf-read materials accurately; maintain the orderly and attractive condition of shelves and
displays.

e Create and maintain timely, age-appropriate displays, bulletin boards, and promotional materials for
school-age and teen audiences.

e Inspect returned library materials and follow established procedures for damaged, missing, or
withdrawn items.

e  Monitor supplies and communicate purchasing needs to the Head Librarian of Youth Services.

e Assist with department recordkeeping and responsible use of supplies, collections, and program
resources.

Technology and MakerSpace Support

e Support the use of youth technology and MakerSpace resources.

e Learn, demonstrate, and assist patrons with equipment, digital tools, creative technology, and
emerging resources as assigned.

e Help maintain youth-services technology, program equipment, and supplies in safe working order.

e  Provide basic digital literacy instruction and individual assistance to youth and caregivers when
appropriate.

Library Operations and Professional Engagement

e Participate in staff meetings, district meetings, training, and professional-development opportunities
as assigned.

e Support fundraising initiatives, library-wide activities, and community events.

e Attend a minimum of two community events per year.

e Assist with departmental coverage, task coordination, and patron-service needs during the absence of
the Head Librarian of Youth Services.

e Perform other recurring or special duties as assigned by the Head Librarian of Youth Services or Library
Director.

PHYSICAL DEMANDS — The physical demands described here are representative of those that must be met by
an employee to successfully preform the essential functions of this job. Reasonable accommodation may
be made to enable individuals with disabilities to perform the essential functions.
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e Ability to handle, lift, move, shift library materials weighing up to 75 lbs.
e Ability to maneuver and to wheel books carts weighing up to 125 lIbs.
e Must be able to stand for up to 4 hours during a shift.

e Must be able to repetitively perform fine motor manipulations like typing, writing, cutting, etc.
ADDITIONAL NOTES

CLEARANCES REQUIRED: All library positions require the following,
e Report on criminal history from the PA State Police

e Child Abuse History Clearance from the PA Department of Human Services
e Fingerprint based federal criminal history submitted through the FBI.
e Mandated Reporter Training (must be completed within 60 days of hire)

You are required to have a copy of clearances for your personnel file. You will not be reimbursed for the
out-of-pocket cost of these clearances.

Last Updated By: | M Lipsky Date/Time | 9-2026

Disclaimer: The information in this job summary is not designed to contain or be interpreted as a comprehensive inventory of all

duties, responsibilities and qualifications required of employees assigned to this position. You may be required to perform other
duties and responsibilities as assigned.

Schedule for this position

Week 1 Week 2
M 11:00 to 7:00 11:00 to 7:00
T 11:00 to 7:00 11:00 to 7:00
W 11:00 to 7:00 11:00 to 7:00
Th 11:00 to 7:00 11:00 to 7:00
F 9:30t0 5:00 OFF
Sat OFF 9:30t0 5:00
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