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Otonabee – South Monaghan Public Library 
Circulation Desk Volunteer Job Description 

 
Positions Supervised: None 
 
Function: 
The Circulation Desk Volunteer assists the performance of library methods and procedures under the 
supervision of the CEO and the direct supervision of the librarian or any other assigned staff member 
and is an integral member of the library team.  
 
Responsibilities: 
Punctuality, reliability and confidentiality are very important components of the Circulation Desk 
Volunteer’s position within the library. 
 
As a volunteer you must adhere to the Otonabee-South Monaghan Public Library Board policies 
and procedures as well as the library’s code of ethics. 
 
Duties or responsibilities include working at the circulation desk checking books in and out, 
shelving books, registering new patrons, calculating and collecting fines, supervising photocopier 
and FAX, notifying patrons of materials on reserve, preparing daily circulation statistics, receiving 
inter library loan requests as well as other duties that may be required.  
 
The Circulation Desk Volunteer acts as a public relations officer and promotes the Otonabee – 
South Monaghan Public Library. 
 
Qualifications: 
 
High school graduate                                                      Good computer skills 
Good interpersonal skills                                                Ability to work independently 
Good communication skills                                            Emergency First Aid Certificate 
Excellent customer service skills 
*Ability to use a computer terminal, and library automation software to carry out work routines  
 
Abilities: 
 
Demonstrated ability to work as a member of a team. 
Proven ability to exercise tack and good judgment. 
Able to maintain a mature problem-solving attitude while dealing with interpersonal conflict, 
personal rejection, hostility or time demands. 
Able to withhold actions or speech in the absence of important information; deal with unresolved 
situations, frequent change, delays or unexpected events. 
Able to relate to routine operations in a manner that is consistent with existing solutions to 
problems, conform to established policies and procedures and log work activities. 
Able to communicate with others in a warm and helpful manner while building credibility and 
rapport. 
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To assist the C.E.O., and library staff when required. 
Must attend all staff meetings if possible and when required. 
And to perform any other duties that may be assigned from time to time. 
 
PROCEDURES: 
 

1. Sign the volunteer log located in binder at circulation desk. 
 

2. Check in with CEO or library/staff for assigned duties other than circulation tasks and for 
updates. 
 

3. Empty Drop Box. Key is in top drawer at circulation desk. 
 

4. Perform circulation duties on returns from drop box in a timely manner. 
Make notes on front covers of items if they are defective, missing or need repair. Place 
defective item on shelf in the office. If item is from another branch a print out of the in 
transit must be affixed to the front and placed in that branches’ box in the office. 
 

5. Perform normal circulation duties following circulation policies and procedures. 
 

6. Check to see if there are any holds to be called. 
 

7. CEO, Library Assistant or other staff on duty must approve any other tasks that arise. 
 

8. All questions, concerns and suggestions must be presented to the CEO. 
 

9. Please notify the CEO/or library assistant if you cannot make your shift in a timely manner 
as we rely on you. It allows us to schedule someone else to take your place. 
 
 
 

Volunteer Statement of Understanding 
 
I have read and understand the job description for my position. I am able to perform all the 
essential functions for this position and agree to comply with all the policies and standards of 
conduct. As a volunteer, I will strive to uphold the mission, vision, and duties to sustain my and 
Otonabee-South Monaghan Public Library’s long-term success. 
 
Name:__________________________________________  Date:___________________________ 
 
Signature:________________________________________________________________________ 


