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Beloit Public Library 
Library Service Specialist II 

Programming 
 

 

General Summary 
This position promotes excellence in customer experiences at the Service Points and 
the routine, highly detailed work in Service Workroom. The employee in this position 
also serves the public by providing, creating, and implementing engaging library 
programs for customers of all ages. 
 

Reporting Relationships 
Reports to Head of Programming and Partnerships for general instruction and review. 

 
Essential Job Functions 
1. All Library Service Specialist I Essential Job Functions. 
2. Serves the public by developing and/or providing library programs, reference, and 

readers’ advisory. 
3. Assists with tours and group visits to the library. 
4. Represents the library at schools and other community events as needed. 
5. Assists in collection development. 
6. Prepares displays in the library. 
7. Reports and/or tracks program and department expenses in a timely manner. 
8. Attends all required workshops, meetings, and training as assigned. 
9. Ability to provide truthful, forthright, and complete information when voluntarily 

answering or providing information or when compelled to answer questions or 
provide information. 

10. Ability to maintain regular and predictable attendance and punctuality. 
11. Performs other special projects and other duties as assigned or required during and 

outside of regular business hours. 
 
Education and Experience 

1. A Bachelor’s Degree and/or experience relevant to the position. 
2. Minimum one year library experience or one year experience in a related field 

(i.e.—customer service or any equivalent combination of college and work 
experience that provides the required knowledge, skills, and abilities) is required. 

 

Knowledge, Skills, and Abilities Required 
1. All Library Service Specialist I Essential Job Functions. 
2. Ability to effectively present information and respond to questions from library 

customers. 
3. Ability to work independently, organize and prioritize work, respond to 

varied/changing work demands and make decisions as required, and 
demonstrate initiative. 

4. Considerable knowledge of library services, operations, and materials. 
5. Ability to understand and apply current library policies and procedures. 
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6. Knowledge of child, teen, and adult development and how to interact with 
customers accordingly. 

7. Good interpersonal skills and ability to maintain and foster cooperative and 
courteous working relationships with the public, co-workers, and supervisors.  

8. Ability to speak, write, and read English. 
9. A thorough knowledge of the Dewey Decimal System. 
10. Ability to maintain confidentiality of library customer information. 
 

Physical & Working Conditions 
1. Daily bending/twisting and reaching (up, down, and across). 
2. Daily keyboarding, writing, sorting, shelving, and computer mouse use. 
3. Daily handling: Picking up 2-15 lbs of books and shelving library materials. 
4. Daily pushing and pulling: Objects weighing 200-400 pounds on wheels. 
5. Daily standing, walking, stooping, crouching, and sitting. 
6. Daily talking and hearing; use of telephone. 
7. Daily corrected far vision at 20’ or further and near vision at 20” or less. 
8. Daily ascending or descending a short footstool. 

 
 
 

In an effort to provide for continuity of government under ss 166.23(1) and City of Beloit 
Code of General Ordinances 1.11, you may be required to provide administrative 
support for the City of Beloit Emergency Operation Center or other city department 
during declared states of emergency. This may require an altered work schedule during 
the declared emergency. 
 
The above is intended to describe the general content of the requirements for the 
performance of this job. It is not to be construed as an exhaustive statement of duties, 
responsibilities, or requirements 
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