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BRANCH ASSISTANT – Staples
SUPPLEMENTAL APPLICATION FORM

Important Instructions:

You must complete this form, along with other required materials, to be considered as an applicant for the above listed position with Great River Regional Library (GRRL).

BE SURE TO RECORD AMOUNT OF EXPERIENCE IN MONTHS.  

CREDIT WILL NOT BE GIVEN FOR “MONTHS” THAT ARE LEFT BLANK OR ARE NOT ANSWERED AS SPECIFIED.   

Answer questions in the space provided.  If you need further space, you may attach additional pages to this supplement. 

NAME:___________________________________________TODAY’S DATE:____________________
Minimum qualifications:

1.
EDUCATION


Do you have the following:

Completion of high school and two years of formal education?  (Two years of formal education is 48 credits on a semester-based system OR 72 credits in a quarterly-based system OR an Associate’s degree from an accredited college or university OR a two-year degree/certificate from an accredited college or university)


( Yes, ______________________ List the degree obtained, if any
 ( No

A copy of your college/university transcript must be attached to this application unless you make arrangements with Human Resources (320-650-2515) prior to the deadline.

 FORMCHECKBOX 
 Transcripts attached   FORMCHECKBOX 
 Transcripts requested from college/university
2.
EDUCATION EQUIVALENCY
If you answered no to 1: 

Do you have the following education equivalency:

Completion of high school, one year of formal education, and at least two years of library or customer service experience?
( Yes, ______________________ List the degree obtained, if any
 ( No

( N/A, I answered “Yes” to question 1.

A copy of your college/university transcript must be attached to this application unless you make arrangements with Human Resources (320-650-2511) prior to the deadline.
 FORMCHECKBOX 
 Transcripts attached   FORMCHECKBOX 
 Transcripts requested from college/university
3.
CUSTOMER SERVICE EXPERIENCE
Do you have ALL of the following customer service skills:

· Answering the telephone, transferring calls and taking messages

· Greeting the public and disseminating information and/or forms

· Answering inquiries and requests in accordance with general policies and operating practices

· Counting back appropriate change for customers

· Counting all cash and documenting all receipts and money received

(  Yes, ______________________ # of months

(  No

Describe experience with each one listed above:  _____________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.
LIBRARY EXPERIENCE (lack of library experience does not disqualify you from this position)

Do you have library experience?

(  Yes, ______________________ # of months

(  No

Describe experience:  _____________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.
COMPUTER EXPERIENCE
Do you have Word, e-mail and Internet computer skills?


(  Yes, ______________________ # of months

(  No


List computers and software used:  __________________________________________


______________________________________________________________________


______________________________________________________________________


Describe experience with each one listed above, list skill level with each type of software:  _____________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.
SCHEDULED HOURS (found at http://www.griver.org/jobsgrrl.htm)

Are you able to consistently work the posted schedule for this position?


(  Yes

(  No

The following preferred qualifications will be considered in reviewing your application:

7.
Do you have experience supervising others?

(  Yes, ______________________ # of months

(  No

Describe experience:  ___________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________
8.
Do you have previous experience planning or conducting effective children’s, teen, young adult and/or adult programs?


(  Yes, ______________ # of months

(  No

Describe experience:____________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

9.
Do you have experience and knowledge utilizing an online catalog to search for materials by author and/or title?


(  Yes, _______________ # of months

(  No

Describe experience:  ___________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

10.
Do you have experience or skill in interpreting and applying policies and procedures?


(  Yes, _______________ # of months

(  No

Describe experience:  ___________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

11.
Do you have experience with Horizon software, such as registering borrowers, adding temporary records, producing reports and compiling statistics?

( Yes, _________________ # of months
(  No

Describe experience:  ___________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

12.
Do you have experience delegating tasks and assigning workflow to others?

( Yes, _________________ # of months
(  No

Describe experience:  ___________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

13.
Do you have experience creating displays and/or filing items in alphabetical or numerical order?

( Yes, _________________ # of months
(  No

Describe experience:  ___________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

14.
Test Question:  You have a patron who has given you a $20 bill for their fines of $3.29.  How much of the following money types will you give them as change (there is more than one correct answer).

	TYPE
	ENTER AMOUNT GIVEN BACK TO PATRON
	TYPE
	ENTER AMOUNT GIVEN BACK TO PATRON

	$20 bills

	
	Quarters
	

	$10 bills
	
	Dimes
	

	$5 bills
	
	Nickels
	

	$1 bills
	
	Pennies
	

	Total $ of paper money
	
	Total $ of coin money
	

	Grand Total of paper and coin money returned to patron
	
	
	


I certify that the above information is true, to the best of my knowledge.

___________________________________


__________________

Applicant’s Signature





Date
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