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Job Title:


LIBRARY SECURITY SPECIALIST

Immediate Supervisor:

Director

Positions Supervised:

None

JOB RESPONSIBILITIES:

Under general supervision, the LIBRARY SECURITY ASSISTANT greets patrons at the door and throughout building, monitors activity in library building and on library grounds. Coordinates and communicates with staff regarding patron behavior. Initiates calls to City Police or Fire as needed.
QUALIFICATIONS:

-
High school diploma or equivalent

WORKING CONDITIONS:

-
Must be able to work a flexible schedule, including evenings and weekends

-
Must be able to lift 10 lbs. regularly; 20 lbs. occasionally

-
Must be able to walk building and grounds in regular intervals
An individual who poses a direct threat to the health and safety of himself/herself or others in the workplace will be deemed not qualified for this position.







Pay Grade: 9







Overtime:







Non-Exempt [x]
Exempt [ ]









Admin. [ ] Prof. [ ] Exec. [ ]
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KNOWLEDGE OF:



SKILLS AND ABILITIES TO:

- Library policies and procedures *
- Communicate and interact courteously with library staff and patrons 

- Criminal Indicators


           
- Interact appropriately with a diverse population
- Economic and social issues facing the 

- Work with minimal supervision 
City of Washington Court House

- Interact and respond appropriately to patrons 

- Community Resources  

  
  and staff







- Maintain confidentiality







- Maintain composure in difficult situations

* May be acquired after hire

% of Time
ILLUSTRATIVE DUTIES: (The duties listed below are intended to depict tasks performed by this classification)


90%

SAFETY AND SECURITY ROUTINES



* Maintains high visibility 




* Greets patrons at doors

* Makes regular rounds of interior and exterior of library building

* Balances security authority with keeping the library a welcoming and friendly environment for everybody

* Patrols and monitors public and staff parking areas



* Responds to staff calls for assistance 



* Coordinates with department managers and staff 

* Initiate calls to City Police or Fire when necessary



* Complete Incident Report forms



* Accesses/reviews security camera footage

10%

OTHER



-Monitor flag position



-Observe and report on building maintenance and safety issues




-Setup/take down for programs or meetings




-Perform other duties as assigned

                                     * Denotes an essential function of the job

Employee Signature:





Date:
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