
 
 

Part-Time Outreach Assistant 
  
The Pioneer Library System is seeking a detail-oriented person who will be responsible for 
facilitating correctional facility inter-library loans, organizing delivery of lending kits and other 
items to member libraries, and receiving and processing mail and deliveries. The Assistant will 
support both the Outreach & Training Coordinator and the Member Library Liaison with 
administrative tasks relating to outreach, family and youth services. 
  
This position will work 20 hours per week, Monday-Friday 10am-2pm. 
Schedule flexibility may be available.  
  
Pay: $15.00/hour 
  
Deadline to apply: Friday, April 6th  

To apply, please send a completed resume to Andrea Snyder asnyder@pls-net.org 
_______________________________ 
 
Job Summary: 

Under the direction of the Outreach and Training Coordinator, performs duties necessary to 
support the Coordinated Outreach Program, including library services to targeted outreach 
populations, correctional facilities, and county jails.  
  
Essential Duties: 

1. Liaisons with correctional facilities and jails; oversees delivery and interlibrary loan to 
facilities and responds to inquiries from the library staff of facilities. 

2. Coordinates delivery and distribution of system kits to member libraries. 
3. Completes daily administrative tasks including the processing of delivery, interlibrary 

delivery bags, and mail/UPS/FedEx. 
4. Creates and distributes marketing materials in support of youth and outreach services. 
5. Assists the Outreach and Training Coordinator and the Member Library Liaison with 

outreach and administrative services, including youth and family services and other 
areas as assigned. 

6. Assists other departments as needed, readying materials for special projects and/or 
meetings. 

7. Supports the work of the Outreach and Training Coordinator with the maintenance and 
promotion of the System’s OWWL2Go digital collections. 

  Required Knowledge, Skills, and Abilities: 
1. Knowledge and proficiency in Windows, Microsoft Office, and email. 
2. Demonstrated ability to follow Evergreen ILS circulation procedures. 
3. Ability to handle tasks independently, accurately, and in a timely manner, with 
great attention to detail. 
4. Ability to speak and write clearly and concisely 

Education and Experience: 

1. Education: Bachelor’s Degree OR 
2. Equivalent combination of training, education, and experience 
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