
Library Clerk, Navasota Public Library, Navasota, TX 

A Former RPTS Student who works at the library provided this additional information to 
augment the official description below: 

They would help plan children, youth and adult programs at the library as well as helping to 
plan activities for our summer reading program.  We typically do at least one adult program, 
one youth program and 4 children's programs a month.  Over the summer, we plan programs 
for Mondays, Wednesdays & Fridays.  We also plan activities for the week of Spring 
Break.  There would be a lot of programming opportunities as well as marketing and promotion 
of those activities.  The library also hosts a Farmers Market once a month that they would help 
to organize and plan.  I have definitely used the skills I learned through the RPTS program! 

It is a full time position (40 hours a week).   Starting wage range is $11-$13/hour. 

Apply at: 

https://www.navasotatx.gov/human-resources/pages/employment-opportunities 

 

Job Description: LIBRARY CLERK  

CLASS NO. 410  

EEOC CATEGORY: Office and Clerical  

SUMMARY OF POSITION Provides assistance to the Librarian in daily library operations. Duties include 
assisting patrons, cataloging and processing new books, and repairing damaged books.  

ORGANIZATIONAL RELATIONSHIPS 1. Reports to: Librarian 2. Directs: This is a non-supervisory position. 
3. Other: Has contact with library personnel, volunteers, city staff and the general public.  

EXAMPLES OF WORK  

Essential Duties* 
Prepares new books and materials for shelving, including entering information into computer; 
Processes incoming and withdrawn materials; 
Provides reference services to library patrons, including assisting in the selection of pleasure 
reading, responding to reference questions, assisting in locating specific books, and assisting 
with research or reporting writing; 
Provides assistance to patrons with copying, faxing, and printing as well as assisting with 
computer related questions 
Repairs and cleans damaged books, including laminating, replacing, or mending covers; 
Monitors due dates for withdrawn materials, assesses and collects fines for delinquent 
materials, and prepares and mails overdue and outstanding fine notices; 
Shelves library materials in correct order; 
Answers and refers incoming telephone calls, and assists callers as needed; 
Assists with special library programs, including summer reading program, story hour, and visits 
by school classes; 

https://www.navasotatx.gov/human-resources/pages/employment-opportunities


Other Important Duties* Travels within city to pick up and deliver mail and make weekly deposits; and 
Performs such other related duties as may be assigned. Must be willing to work 2nd Saturday of each 
month at Farmers Market.  

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES Knowledge of: municipal library operations, library 
reference systems, and the Dewey Decimal System. Skill/Ability to: work well with adults and children; 
accurately process materials and enter data into computer; pay great attention to detail; understand 
and follow instructions; apply correct oral and written English; operate standard office equipment, 
including printer and computer; perform simple mathematical calculations; and establish and maintain 
effective working relationships with co-workers, organizations, schools, volunteers and the general 
public.  

ACCEPTABLE EXPERIENCE AND TRAINING High school graduation, or its equivalent, plus at least one year 
of experience working in a public library; Or any equivalent combination of experience and training 
which provides the required knowledge, skills, and abilities.  

CERTIFICATES AND LICENSES REQUIRED None.  

JOB PHYSICAL, MENTAL AND/OR EMOTIONAL REQUIREMENTS The City will comply with the Americans 
with Disabilities Act, including the American Disability Act Amendment Act, and all other Federal, State 
and Local legislative requirements. The Facility will ensure that reasonable accommodations may be 
made to enable a qualified individual with a disability to perform the essential functions of that position. 

 


