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LIBRARY ASSISTANT

PART-TIME

Summary:
This position aids in overall maintenance of the new Settlement Health Consumer Health Information Center library collection, assists users with library-related questions, processes new library materials, manages circulation activities, helps with interlibrary loan requests, answers the telephone and responds to email inquiries.

    Specific Responsibilities:
1. Aids in overall maintenance of the Settlement Health Consumer Health Information Center library collection. 

2. Assists users with library-related questions, processes new library materials, manages circulation activities, helps with interlibrary loan requests, answers the telephone and responds to email inquiries.

3. Library maintenance includes but not limited to, shelving, processing, ordering supplies; scheduling of training sessions; ordering of resources and promotional materials

4. Assists users and helps with informational questions, assists users with computers; refers to librarians at New York Academy of Medicine and New York Public Library branches

5. Assists with interlibrary loan in which you screens requests and fills out forms; keeps track of requests
Required Experience:  High school diploma, Bilingual (Spanish/English) required.  Good interpersonal and organizational skills;.

Preferred: Good computer skills, internet capabilities; library experience

Location:   212 East 106th Street New York, NY 10029

Fringe Benefits: We offer a competitive benefit package which includes vacation and sick time; health, dental, life and long term disability insurance; pension; and tax-deferred annuity plans.

Application: We are an equal opportunity employer; people of color, women and immigrants are strongly encouraged to apply.  Applications accepted through facsimile transmission, 646-619-8460 or by mail to 212 East 106th Street, New York, NY 10029. Attention: Illeana Elmore, or by email: hr@settlementhealth.org
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