
 
 

Position Description 
 

Position Title:  Circulation Coordinator 

Department:  Library 

Position Code:  N0431 

Date Prepared:  6/22/16 

FLSA Status:  Exempt  Non-Exempt          Full Time:  Yes   No  

              

JOB SUMMARY: 

The Circulation Coordinator assists the Associate Librarian in the operation of the Circulation 

Department of the Library by coordinating employee scheduling and training, coordinating the 

daily completion of tasks assigned to the department, and by giving courteous, though efficient, 

service to patrons in a variety of ways, using established policies and procedures. 

 

ESSENTIAL JOB FUNCTIONS: 

The employee in this position will have the following essential job functions: 

TRAINING 

 Train library assistants to provide essential services including shelving, website 

maintenance, customer service and phones, printers, and other patron services 

 Serve as leader and trainer for circulation assistants by demonstrating the highest quality 

of service to library patrons 

SCHEDULING 

 Prepare and coordinate the work schedules of circulation assistants, and other library staff 

if requested by the Associate Librarian 

CIRCULATION 

 Assist patrons in utilizing services and resources with efficiency, courtesy, patience and 

skill 

 Answer incoming telephone calls to the Circulation Desk, and addressing basic questions 

concerning library services and patron accounts 

 Help in maintaining an atmosphere in the library conducive to research and study 

 Create new accounts and resolve patron account issues as necessary 

COORDINATION 

 Manually keep records and perform duties which are not automated 

 Coordinate the preparation of course reserve materials 

 Coordinate the sending of circulation notices 

 Coordinate the library’s services to faculty 

 Coordinate the search for lost and missing items 

 

Position may be required to work some nights and weekends as assigned by the Associate 

Librarian or Librarian. 



Performs other duties as may be assigned by supervisor. 

 

EDUCATION: 

The person in this position is not required to have earned any particular degree, but knowledge of 

theology, biblical studies and related disciplines is preferred.  Knowledge of library research 

methodologies is also preferred. 

 

EXPERIENCE: 

The person in this position would preferably have experience working in an academic library, 

but this is not necessarily prerequisite. 

 

SUPERVISION: 

The person in this position will supervise part-time circulation assistants, but only as an agent of 

the Associate Librarian and at his/her direction. 

 

The person in this position will report to the Associate Librarian. 

 

WORK ENVIRONMENT: 

The person in this position will work in a library, typically sitting at a desk, though intermittently 

sitting, standing or stooping.  The position requires lifting light objects (less than 25 pounds).  

The required dress in this work environment is business casual. 

 

EQUIPMENT: 

The person in this position will use the following equipment:  computer, copier, printer, scanner, 

elevator (dumb-waiter), and telephone. 

 

 


