FRIENDS OF THE SAULT STE. MARIE PUBLIC LIBRARY

JOB DESCRIPTION – April, 2001

BOOK STORE COORDINATOR

Description:

The Friends of the Library Book Store is located at the Main Library.  The Book Store, which sells cancelled library books and donated books is operated by the Friends of the Library on a volunteer basis.  All revenue from the sale of books is Library revenue, although the Friends of the Library, on occasion, also sell some items through the Book Store and retain the revenue from the sale of those items.  Library staff collects and deposits cash weekly from the book store collection pouch.

The primary function of the Book Store Coordinator is to coordinate the activities of the Friends of the Library Book Store.  In that, the Book Store Coordinator works closely with Library personnel, the Friends of the Library Executive and the Book Sale Coordinator.

Training for the Book Store Coordinator is provided by the Friends of the Library Executive and the Book Sale Coordinator.

Minimum Qualifications:

Reading and writing ability

Good interpersonal skills

Ability to use a computer is an asset

Machinery and Equipment Used:

Telephone, photocopier, cash box, computer, printer
Supervision Received:

Friends of the Library Executive

Direction Exercised:

Book Store Volunteers

Responsibilities and Working Procedures:

Recruits volunteers and ensures volunteers for the Friends of the Library Book Store are appropriately trained.

Schedules volunteers to ensure the Book Store is staffed weekly.  Prepares monthly schedules.  Maintains an up to date Book Store volunteer list.
Ensures book store shelves and the book bins in the upper lobby are always stocked.

Reviews book store hours as needed and makes recommendations for changes to the Friends Board.  The Board must vote on changes to book store hours.

Promotes the Friends of the Library Book Store.  Prepares publicity material for the Book Store, such as posters.

Attends the Friends of the Library Board meetings and the Friends of the Library Annual General Meeting.  Prepares a brief report for Friends Board meetings and a year end report for the Annual General meeting.

Compiles statistics as required.

_________________________________
The above job description reflects the general 
details considered necessary to describe the principal features of the job identified and shall not be construed as a detailed description of all the work requirements that may be inherent in the job or any other duties of a minor nature that may be required from time to time.

