
Lower Umpqua Library District 

Position Description 

Summer Associate 

10 hours per week 

$15.00 per hour 

 
Position Overview: Performs various administrative and patron-oriented tasks in support of the 
library’s mission to the community. 

This position is for the summer of 2026 and will conclude the first week of September. 

Primary Responsibilities include but are not limited to: 

• Sort books, publications, and other items according to established procedure and return 
them to shelves 

• Assist patrons and staff during library events 

• Provide assistance in the maintenance of and processing of books and other collections 

• Discuss library materials with the public 

• Perform clerical duties such as filing, typing, and photocopying 

• Assist in the repair of library materials 

• Create and update spreadsheets 
 

Knowledge, Skills, and Abilities 

• Ability to work independently 

• Ability to understand and follow library policies, rules, and procedures 

• Ability to perform duties in an office environment 

• Ability to work in an environment subject to continuous interruptions and 
background noise 

• Ability to view a computer screen and operate a keyboard for extended periods of 
time and to read printed information of computer screens 

• Ability to move and/or lift materials up to 30 pounds 

• Regularly required to stand, walk, bend, kneel, crawl, reach, climb, balance, and sit 

• Regularly required to talk and hear; use hands to operate objects, tools, and 
controls; and reach with hands and arms 

• Vision and hearing at, or correctable to “normal ranges” 

• Ability to file books, periodicals, reports, notebooks, etc. on shelves ranging from 
one to seven feet from the floor 

• Ability to work flexible hours during all hours of public operation  

• Ability to interact courteously and effectively with other staff, volunteers, the 
library’s business contacts, and the general public 

• Ability to read, write and speak the English language 

• Spelling and grammar proficiency and math skills 


