
 

 
 
 

Student Library Assistant 
 
 
Job Purpose 
 
This position exists primarily to assist Library staff in the operational activities of the Library.   
 
Duties and Responsibilities  
 
Tasks may include but are not limited to the following: 
 

 Shelve library materials 
 Shelf-read the book stacks 
 Circulate library materials 
 Maintain materials on the library shelves. 
 Provide general assistance to users at the Checkout/Circulation Desk, on the phone. 
 Restock copier/printer paper and office supplies. 
 Tidy public and shared staff spaces. 
 Ensure a safe and quiet study environment. 
 Open and close the library as applicable 
 Search library databases to verify citations and publication information 
 Perform other duties as assigned during the shift 

 
Qualifications 
 
Must be a registered student at Columbia Bible College, with a minimum of 12 credit hours per 
semester. 
 
Must have excellent keyboarding skills.  Previous library work experience is an asset.  Familiarity 
with the automated library catalogue is preferred. 
 
 
Skills & Abilities 
 

 Accuracy and attention to details is essential.   
 Willingness to learn, follow instructions, and ask for assistance when necessary. 
 Ability to work independently, with minimal supervision and self motivated 
 Ability to work effectively with the public.  
 Strong ability to work as a part of a team.   
 Committed and reliable, with the ability to work agreed upon scheduled shifts for the 

semester; at least one 2 hour evening shift plus one Saturday 3 hour shift every 3 weeks 
during the academic semester. 

 
 



 

Physical Requirements 
 
Handling weight of books and routinely relocating books for circulation or shelving.  
 
Statement of Relationships 
 
This position reports to the Library Technician, Circulation Coordinator 
 
Other Expectations 
 
Reasons for an absence to be considered excused might include illness, accident, family 
emergency, immovable medical appointment, and a classroom or college sanctioned function. 
etc.   In cases such as these inform Joy Reimer, Library Technician, Circulation Coordinator. 
 
Otherwise for other reasons such as writing a term paper, studying, going on a holiday, 
attending a college club event, or Bear Cats game, parents and friends visiting etc.,   it is 
expected that you arrange for your own substitute from the library assistant pool.   
 
Any records or files which you may view at work are considered confidential.  It is also essential 
that each library user’s right to privacy and confidentiality is protected with respect to 
information sought, consulted or borrowed.  
 
Although the library may send an email asking if student workers are available to work an extra 
shift or work a shift in lieu of scheduled shift, you will not be expected to work those shifts 
unless you’d  wish to.   
 
 
Wage 
 
Hourly, at BC Minimum wage rate. 
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