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LIBRARY ASSISTANT 1 – Circulation 
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 one year of formal education or equivalent.  Six months of library or customer service experience? (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

 FORMCHECKBOX 
 Transcripts attached   FORMCHECKBOX 
 Transcripts requested from college/university

A copy of your college/university transcript must be attached to this application or requested from your college/university unless you make arrangements with Human Resources (320-650-2511) prior to the deadline.

2.
EDUCATION EQUIVALENCY
If you answered no to 1: 

Do you have the following education equivalency:

Completion of high school, at least six months of additional formal education or relevant formal certification, and at least one year 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.
3.
CUSTOMER SERVICE EXPERIENCE
Do you have ALL of the following customer service skills:

· Answering the telephone, transferring calls and taking messages; OR calling customers

· Greeting the public and disseminating information and/or forms

· Answering inquiries and requests 

(  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 experience?


(  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.
SCHEDULE HOURS
Are you able to work the Library Assistant 1 schedule posted on a consistent and regular basis?

· Yes

  (  
No

The following preferred qualifications will also be considered in reviewing your application:
7.
Do you have public library experience?


( Yes, _________________ # of months
    
(  No


Describe experience:______________________________________________________________

______________________________________________________________________________________________________________________________________________________________
8.
Do you have experience in a distribution setting OR in a mailroom setting?

( Yes, _________________ # of months                      (  No

Describe experience:______________________________________________________________

______________________________________________________________________________________________________________________________________________________________
9.
Do you have experience in any of the following:

· Interviewing new employees

· Training new employees on policies/procedures

· Evaluating current employees or volunteers?

· Yes, _______________ # of months

           (    No


Describe experience for each of the bulleted items:_____________________________________
            ______________________________________________________________________________

            ______________________________________________________________________________
10.
Do you have supervisory experience OR experience delegating tasks and workflow to others?

· Yes, ______________________ # of months          (    No
Describe experience:_____________________________________________________________

______________________________________________________________________________________________________________________________________________________________
11.
Do you have intermediate computer and internet skills? (Example:  Sorting data and creating formulas in Excel; using various search methods while using an internet browser or searching other sites for media information)

( Yes, _________________ # of months
          (  No

Describe skills:___________________________________________________________________

______________________________________________________________________________________________________________________________________________________________
12.
Do you have intermediate knowledge and skills utilizing an online catalog to search for materials by author and/or title?

· Yes, _______________ # of months

         (    No 

Describe why your knowledge and skills are “intermediate”:  _______________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________
13.
Do you have experience adhering to/following policies and procedures on a daily basis?

(  Yes, _______________ # of months

(  No

Describe experience:______________________________________________________________

______________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________
14.
If you understand another language, including sign language, are you able to do the following?

· Listen, understand and respond in the language?

· Read, understand and comprehend the language? (N/A for sign language)

· Write in an understandable and comprehensive manner? (N/A for sign language)


(  Yes, _______________ please list language(s)

(  No


Please describe: _______________________________________________________________

______________________________________________________________________________________________________________________________________________________________
15.
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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