
Blanche R. Solomon Memorial Library  
17 Park Street,   

Headland, AL  36345 
(334)  693-2706 

headlandlibrary@gmail.com  
  
  

Job Title:  Library Assistant  
  
Job Description:  

1.​ Checking materials in and out to patrons in a friendly and professional manner 

2.​ Assisting patrons with copies, faxes, book recommendations, and printing 
3.​ Assisting Library Director with planning and implementation of programming 

4.​ Assisting Library Director with collection development 
5.​ Assisting with Summer Reading programs 

6.​ Assisting patrons with Libby digital library app 
7.​ Shelving, straightening and keeping books in order 

8.​ Processing and wrapping circulation materials 
9.​ Use of Atrium Book Systems, Canva, Social Media, Microsoft applications and general 

computer knowledge 
10.​Any other assigned duties appropriate for training and experience.  

  
  
40 hours a week   
Monday 9:30-7:00 with 1 hour lunch break 

Tuesday- Thursday 7:30-5:00 with 30 minute lunch break 
Friday 7:30-12:00 
 

  
  
  

Applicants must be at least 18 years of age and have a high school diploma or equivalent. 

Bachelor’s degree preferred.   

Library and childcare experience preferred.  

Please turn in applications in person at the library or email to 
director.headlandlibrary@gmail.com.   

  
 



  
 
 
 
 

Blanche R. Solomon Memorial Library  
17 Park Street,  Headland,  AL   36345  

(334)  693-2706 
director.headlandlibrary@gmail.com  

  

Job Application Form  
 
  
Name: ______________________________________________________________________   Age: ______________________  
  
Address: __________________________________________________________________________________________  
  
Phone #______________________________  Email: ___________________________________________________  
  
Education:  
  
High School: ___________________________________________________________ Graduated:   Yes or No  
 
College: _______________________________________________________________________________________ 
 
Degree or Certification: ____________________________________________________________________ 
  
Other: ___________________________________________________________________  
  
Please List Any Books read recently:  
  
_________________________________________________________________________________________________________________________ 
  
_________________________________________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
Please List Any Computer, Administrative, Customer Service or Social Media Skill Sets:  
 
_________________________________________________________________________________________________________________________ 
  
_________________________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________________________ 
  



 
 
 
Work Experience:  
  
1.​ Company Name:__________________________________________ Phone#____________________________________  
  
     Address:__________________________________________ Contact Person:_____________________________  
  
     Start Date:_____________________End Date:_________________ Reason for Leaving:____________________  
  
2.​ Company Name:__________________________________________ Phone#______________________________________  
  
     Address:__________________________________________ Contact Person:______________________________  
  
     Start Date:_____________________End Date:_________________ Reason for Leaving:_____________________ 
  
3. Company Name:__________________________________________ Phone#______________________________________  
  
     Address:__________________________________________ Contact Person:______________________________  
  
     Start Date:_____________________End Date:_________________ Reason for Leaving:_____________________  
  
Please List 3 References (At least 2 Professional):  
 
Name: __________________________________________ Phone #:___________________________ Email: ____________________________ 
 
Name: __________________________________________ Phone #:___________________________ Email: ____________________________ 
 
Name: __________________________________________ Phone #:___________________________ Email: ____________________________ 
  
Hours:  
Monday: 9:30-700, Tuesday- Thursday: 7:30-5:00, Friday 7:30-12:00  
 
Are you available for all of the hours listed above?    Yes   or   No    
Do you have any experience working with children or teens?    Yes   or   No  --______________________________________  
Do you have any experience working with the public?    Yes   or   No  --_____________________________________  
Do you have any experience working in a library?   Yes   or   No  -- ______________________________  
  
  
Please List Any Other Information That Will Be Helpful in Hiring You:  
  
_______________________________________________________________________________________________________________________________  
  
_______________________________________________________________________________________________________________________________  
  
_______________________________________________________________________________________________________________________________  


