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Information & Borrowers’ Services Assistant Manager (PT) 
March 8, 2016 
 
Role summary: The Bernardsville Library is looking for a part-time Information & Borrowers’ Services 
Assistant Manager (Senior Library Assistant Level) to join our dedicated library team. This position will work 
25 - 28 hours per week. 
 
Why is this job important to the Library?  Customer service is often taken for granted. Not here. Great 
service—where details matter most, problems get solved (not deflected), and relationships are built—is what 
makes our library the heart of our community. We want the right people representing us on the frontlines. Our 
patrons come to us because we give them the best service we can--and the best starts with you. 
 
What you’ll do: 

 Embrace the opportunity to define borrower services in the broadest possible way: for example, by 
handling all aspects of our busy circulation desk, helping patrons find answers to tough (or easy!)  
reference questions, and uncovering new products and services to delight our patrons.  

 Guide patrons in helping technology enhance their library experience by assisting them with using the 
Internet, downloadable materials, databases, and other digital resources. 

 Supervise and schedule pages, and oversee Circulation functions in the absence of the Information and 
Borrower Services Manager. 

 
What are we looking for? You are resourceful, gregarious, proactive, responsible, can relate tactfully and 
courteously with the public, and are able to maintain effective working relationships with other employees. 
You have prior customer service experience and have acted as a supervisor for at least a year. You’re proficient 
with the Microsoft Office Suite, WordPress, and Google Docs.  You use a Smartphone, iPad or other tablet, or 
eReader. If you’ve worked in a library before, particularly on a Polaris system, that’s a plus, as is a college 
degree. 
  
Compensation: We pay $18.00 per hour for this position. 
 
What next? Mail a current resume and a cover letter describing your interest and qualifications to Pat Kennedy 
Grant at pkennedygrant@bernardsvillelibrary.org by March 22, 2016.  
 


