The Suffolk Cooperative Library System (SCLS) seeks a customer-service-oriented team player to join the Business Services department as a Lending Library Associate. The Lending Library is comprised of an assortment of kits and services that are loaned to member libraries to support programs and events held by the libraries. The candidate must be college graduate with public relations/marketing/communications experience preferred. The candidate will provide assistance, training and support to member library staff in regards to our Lending Library kits and services.
 SCLS is a 56-member library system in Suffolk County, NY. We are a supportive employer with opportunities to learn and grow in this position. Starting salary for this position is $42,500 and includes a generous benefit package. Nights and weekends required. Please see the attached job description for details. To apply, send a cover letter and resume to Suffolk Cooperative Library System Human Resources Office at sclshr@suffolknet.org by Tuesday, May 31, 2022.
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DEPARTMENT:	BUSINESS

POSITION TITLE:	LENDING LIBRARY ASSOCIATE 

REPORTS TO:	BUSINESS SERVICES SUPERVISOR 



GENERAL DESCRIPTION:	Under the direction of the Business Services Supervisor this   
                                                          staff member will provide direct support for the SLED  
                                                          (Bus - Mobile Library Service Outlet) and Lending Library 
                                                          items.                                

                                                       
ESSENTIAL FUNCTIONS:

1. Accompanies the SLED during remote library-related events.
2. Photos/Records/Documents events while accompanying the SLED.
3. Provides technical support to member library staff during library-related events.
4. Understands the function and operation of Lending Library items.
5. Supports the Business Services Supervisor as needed.


OTHER FUNCTIONS:

1. Organizes, sanitizes and maintains items as they are returned from member library loan.
2. Assist in media conversion and poster printing.
3. Assist in document preparation for SLED and Lending Library items.
4. Performs other functions as assigned.


REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

1. Excellent organizational and communications skills, both verbal and written.
2. Ability to deal tactfully and courteously with others.
3. Proficiency with computers and hand-held devices.
4. Ability to follow oral or written instructions.
5. Ability to work independently or in a group setting.
6. Ability to make Sustainable work-related decisions.
	 

REQUIRED EXPERIENCE AND TRAINING:

1. College graduate or equivalent.
2. Any equivalent combination of experience and training to indicate ability to do the work.
3. Valid NYS driver’s license. 

