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Job Posting Detail
Posting Title: Library Assistant, Full Time (40 hours/week)
Department: Vinton Public Library
Posting Date: September 29th, 2026
Application Deadline: October 15th, 2026 
Application forms available at the Vinton Public Library, 510 2nd Avenue, Vinton, Iowa, or on the City of Vinton website, https://cityofvinton.org.  Submit applications to Kelly Henkle, Library Director, via email at khenkle@vintonia.gov, in person at the library, or via mail to the library mailing address listed above.
Departmental Overview
Our Mission: We provide a welcoming environment to grow and strengthen connections for everyone in our community.
Our Vision: We are dedicated to exceptional customer service and engaging our community.  We enrich lives through access to resources, programs and collections that encourage lifelong learning and the love of reading.
Responsibilities
Under the supervision of the Library Director, the Library Assistant will perform exemplary customer service, circulation, shelf maintenance, and clerical functions using an automated circulation system.
· Performs circulation desk procedures including patron services; registering patron library cards; collecting fees for faxes, copies, and damaged materials; placing material holds; and assisting patrons in database searching.
· Checks books, magazines, and other library holdings in and out at the circulation desk using an automated circulation system.
· Participates in Interlibrary Loan procedures
· Replaces books, magazines, and other library holdings on shelves according to call number and alpha-numeric sequences.
· Operates a variety of standard office and library machines including computers, copiers, and fax machines.
· Performs routine book maintenance and processing including creating spine labels and covering books.
· Answers telephones and provides routine information or refers and transfers calls.
· Assists in assuring accurate library shelving by shelf-reading and reshelving of materials, as needed.
· Promotes print and digital library materials, resources, and services.
· Sets up for programming events and cleans up after programming events.
Required Qualifications
· A high school diploma or the equivalent; library experience preferred.
· Ability to obtain Staff Endorsement through the State Library of Iowa within one year of hire
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