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A Circulation Unit is a unit in the library responsible for managing the lending and return of library materials. It oversees
tasks such as checking out and checking in items, collectmg fines, and maintaining the organization of the collection.

A circulation librarian manages the'lending and return of library materials, handles check-outs, check-ins, and fines, and
ensures the organization of the collection. He/she assists patrons and plays a crucial role in mamtammg efficient circulation
. services and customer satlsfactlon

| Bachelor of Library and | Administrative Aide 1 (COS) -~ NI | RA 1080 (Registered
Information Science EVSU Main Library == Librarian) PD 907 (Honor

1. Exemplifying Integrity and Professionalism - demonstrates high standards of pmfessmnal behawour ad enng to
ethical as well as moral principles, values, and standards of public office

2. Delivering Service Excellence - Complies with VSU’s established standards. of service delivery for customer

- |satisfaction , :

3. Communication Savy - Effectively delivers messages that simply focus on facts or information;

4, Interpersonal relatlonshlp management Effecttvety communicates and interacts with colleagues, customers 2

6 Gender-responswe management - Promotes gender equahty and women empowerment to address gender-

related problems and issues 1
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1. Administrative Services Management- Develops programs and projects, and mobilizes and manages resources,
both material and human, in order to fully achieve the set objectives and targets of the university in general and of
the different offices/colleges/departments/centers in particular :

2. Documents and Records Management- Applies and adapts records management standards related to the cycle |-

of records in the university which are conducted to achieve adequate and proper documentation of government
icies, transactions and effective management of the university operations.

3. Facilitation - Guides the exchange of information and ideas in an interactive session"designed to meet defined
objectives

. Process Management - Develops, formulates and reviews for enhancement processes, policies and procedures
which govern the execution of tasks, activities, or projects, in order to ensure work is accomplished and required
results are delivered effectively and efficiently; adopt measures to drive compliance; be proactive in responding to
opportunities for improving/streamlining based on experience, feedback, emerging technologies and new direction.

5. Monitoring and Evaluation - Gathers and analyzes the detailed status of the program in order to determine if its
going activities are still aligned with the intended direction of achieving the set goals and objectives

~Percentage of Working "(State the duties and responsibilities here:)

Time

50% 1.Supervises daily operations of the frontline services of

Circulation Units such as: :
a.handling the process of lending and returning library materials.

b.collecting fines and fees for overdue materials, lost items, or other library
services. ' '

c. shelving and organizing library materials.

d.assisting library users, answering questions related to library policies, and
procedures, and locating materials.

e.conducting routine inventory checks, identifying missing or  damaged items,
and coordinating with other library staff to repair or replace materials as needed.

f.developing and enforcing circulation policies and procedures to ensure orderly

and efficient library operations ¥
|g.training and supervising library staff or student workers assigned to the

* |circulation desk.

h.participating in library outreach activities, such as organizing displays, creating

reading lists, or conducting workshops, to promote library resources and services

to the community.

i.Working with library management systems and circulation software to manage

borrower records, track circulation statistics, and generate reports. Troubleshooting

technical issues related to circulation services and collaboratmg with the library’s IT

personnel when necessary;

20% 2.Helps in carrying out Technlcal Services like dlgltlzatlon
cataloging and classifying books;

10% : 3.Provides library services on designated days within a flexible
. work schedule at a specific unit;

10% 4.Conducts library instruction and orientation; and

10% 5.Performs other library operation tasks assigned by the chief
librarian and or immediate head.

| have received a copy of this position description. It has been discussed with me gnc
with the performance and behavipr/conduct expectations contained herein.

Supervisor's Name, Date and Signature
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