
 

 
 
 

Part-Time Adult Services Librarian 
 
Do you enjoy bringing library services to the community through innovative programs and 
outreach?  Are you most at home at a fast-paced reference desk where you can share helpful 
resources with patrons, connect readers to their next favorite author, help community 
members access technology and share all the library has to offer?  If this sounds like you, 
Commerce Township Community Library is seeking a part-time adult services librarian to be 
part of our team.  
 
Salary/Benefits: $21.86 per hour. Part-time, no benefits: 20-28 hours per week. Work 
schedule will include evening and weekend hours.  
 
If you are interested in applying for this position, please review the job description and submit 
a cover letter, resume and completed Commerce Township employment application to:  

Janet Bushey, Director of Finance/HR  
Email: jbushey@commercetwp.com  
Mail: 2009 Township Drive, Commerce Township, MI 48390 

 
Deadline for application is Thursday, March 11, 2021. 
 
  

Commerce Township Community Library 
 180 E. Commerce Rd. 
Commerce Township, Michigan 48382 
Phone: 248-669-8108 / Fax: 248-325-5047 
Internet: www.commercelibrary.info 



Charter Township of Commerce 
Community Library 

Job Title: Adult Services Librarian 
Department: Library 
Reports To: Head of Information Services 
FLSA Status: Exempt 

 
Summary 
Under the supervision of the Head of Information Services, provides library services for adults. Develops 
and maintains adult library collections as assigned; provides adult programming; performs professional 
work in reference, collection development, reader’s advisory, acquisitions, or other areas as assigned. 

 
The ideal candidate will enjoy both people and literature; be creative, energetic and flexible; be an effective 
communicator; take direction well, be comfortable with technology; be well organized and capable of working 
independently. 

 
Essential Duties and Responsibilities. 
Assists library users of all ages at reference desk through a variety of means including; in-person, telephone, and 
online chat reference, reader’s advisory, library use, program registration, and computer/technology questions 
(public computer use, Wi-Fi, printing, scanners, and downloadable media). 

 
Explains library policies and procedures to the public. 

 
Under the supervision of the Head of Information Services, plans and implements library programs, including 
but not limited to: book discussions, outreach, technology, computer classes, Summer Reading programs, as 
well as educational and entertainment programs. 

 
Promotes and provides reader’s advisory through the use of social media, creating bibliographies, in-library 
displays, library website content and other methods. 

 
Publicizes library materials and activities through displays, bibliographies, brochures, news releases, newsletters, 
etc. 

 
Reviews, selects and orders materials for assigned adult collections. 

 
Maintains adult services books and materials through assigned weeding and collection development. 

Serves as a member of staff committees and project teams as assigned. 

Assists other departments as required. 
 
Attends staff meetings as well as professional meetings and workshops to remain current in field. Participates in 
professional library organizations. 

 
Ability to perform duties in a timely manner. 

 
Acts as the Librarian in Charge on weekends, evenings, and other times as required. 

Other duties as assigned. 



The above statements are intended to describe the general nature and level of work being performed 
by persons assigned this classification. They are not to be construed as an exhaustive list of all job 
duties performed by personnel so classified. 

 
Supervisory Responsibilities none 

 
Qualifications 

• Master’s Degree in Library Science from ALA Accredited School 
• Eligible for Michigan Public Library Certification 
• Knowledge and appreciation of reading trends and literature 
• Knowledge and appreciation of AV material (books on CD, music, films, etc.) for adults 
• Knowledge of and facility with current technology trends as they relate to adults 
• Skill in planning and presenting programs for adults 
• Ability to deal tactfully and courteously with the public 
• Ability to establish and maintain effective working relationships with co-workers. 
• Ability to communicate effectively orally and in writing. 
• Ability to present ideas and to provide instruction. 
• Facility with a variety of standard computer applications and online searching tools. 
• Ability to maintain accurate files and records. 
• Ability to perform accurate mathematical computations. 
• Requires physical ability and strength to bend, reach, lift, and carry (up to 25 lbs.) over 60% 

of the time; and extensive use of a computer terminal. 
• Willingness to maintain a flexible schedule in order to implement programming. 
• Proficient in the use of Microsoft Office 

 

Language Skills 
Ability to read, analyze, and interpret general business and professional periodicals, as well as 
governmental regulations. Ability to write reports, and business correspondence. Ability to communicate 
effectively and present information to residents. 

 
Reasoning Ability 
Ability to define problems, collect data, establish facts, and draw valid conclusions. 

 
Physical Demands The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is regularly required to talk or hear. The 
employee is occasionally required to stand; walk; sit; use hands to finger, handle, or feel, and reach 
with hands and arms. Specific vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision, depth perception, and ability to adjust focus. 

 
Work Environment The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

 


