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Student Employee Job Description 

Daily Duties 
Student employees can work a maximum of 17 hours a week (total, which includes any other 
jobs on campus).  
 
The Juniata College Library serves as a central hub for many students on campus. Patrons on 
and off campus visit us to access online services, find/check-out materials, print, and more. As a 
library employee, you will be the first line of service to provide assistance. You will be trained on 
how to circulate materials, reshelve items, navigate the library’s website, and answer basic 
reference questions. 
 
In addition to these tasks, student employees are expected to participate in various assigned 
projects and initiatives in the library. These activities are designed to encourage students to 
further explore their own personal and professional interests, bridging the application of skill 
between the library and their POE. Some of these activities include contributing to social media, 
completing tasks in the archives/special collections, organizing events, etc. Other activities 
involve professional development, giving you the chance to exercise time-management skills, 
customer service, resume writing, etc. 

Opening 
During normal college operation, the library opens at 8am Monday-Friday, 11am Saturdays, and 
11am Sundays. Students assigned to the first shift of the day must complete the following tasks: 
❏​ Clock into ADP at the beginning of your shift 
❏​ Turn on the information desk computers and make sure OCLC is running 
❏​ Open and log into LibAnswers and LibChat 
❏​ Check the “Drop Box” to see if any materials were turned in 
❏​ Check the Holds Report on OCLC for any new entries 
❏​ Walk through all floors of the library: 

❏​ Look for any books that need to be use-counted 
❏​ Make sure all windows are closed 
❏​ Check all of the printers for paper 
❏​ Push in any chairs at the tables 
❏​ Clean whiteboards 
❏​ Make sure that the patron computers are on 



Closing 
During normal college operation, the library closes at 12am Sunday-Thursday, 5pm Fridays, and 
5pm Saturdays. 
 
30 minutes before the library closes, final shift student employees must complete the following 
tasks: 
❏​ Walk through all floors of the library: 

❏​ Look for any books that need to be use-counted 
❏​ Check all the printers a final time for paper 
❏​ Push in any chairs at the tables 
❏​ Clean whiteboards 

❏​ Check the “Drop Box” to see if any materials were turned in 
❏​ Wait for security to come in to lock up and shut down the library 
❏​ Log into ADP to clock out 

LibAnswers and LibChat 
All students working on the information desk are required to record patron transactions during 
their shift. 
 
Interactions are recorded in LibAnswers. Questions answered at the desk, over the phone, while 
roaming the library, etc. should be recorded. This includes interactions relating to: 

●​ Requests to renew materials 
●​ Laptop check outs 
●​ Technology questions or inquiries 
●​ Any technology shortages 
●​ Out-of-the-ordinary observations and requests 
●​ InterLibrary Loan interactions 
●​ Faculty interactions 
●​ Etc. 

 

Shift Changes 
Employees must request shift changes at least TWO DAYS prior to their scheduled shift. 
 
We understand the need for emergency shift changes due to exams and health concerns. Last 
minute shift changes are still the responsibility of the student employee. Once coverage has 
been found, make sure that the change is reflected on the schedule.  



Library Expectations 
The library relies heavily on the values of its student employees. We understand that you have 
many responsibilities and priorities as a busy college student, but while you are working a shift 
at the library, you are expected to be professional and respectful. Like any other job, your 
employment at the library requires commitment. Your experiences as a library employee can 
help you form a fantastic foundation as both a successful student, and your future goals beyond 
graduation.  

Schedules (Absences and Tardiness; Shift Changes) 
All student employees are expected to arrive on time for their scheduled shifts. If you are 
covering a shift for another employee, you are responsible for staying on top of any changes 
and arriving for all expected shifts. 
 
We will work on a three strikes rule. Your first unexcused absence will result in a meeting with a 
JA to assess any changes needed. The second unexcused absence will result in a meeting with 
a librarian to issue a warning. The third will result in termination. Absences related to 
extenuating circumstances may be excused at the librarian’s discretion. Note that excused 
absences include situations where a notification for missing the shift cannot happen in time. 
Things like sudden medical emergencies, emergency meetings with faculty, family emergencies, 
etc. fall under this category.  
 
Lateness is defined as arriving to work more than 5 minutes late without a valid excuse 
(class/exam running late, travel, etc). Missing a significant portion of the shift may be treated as 
a missed shift. Each occurrence will be documented. Three late shifts will constitute as a missed 
shift and will result in a meeting with library staff to discuss your schedule moving forward. 
 
You are not permitted to leave the desk/library during your shift. The only exception is to use the 
bathroom, in which case if you are on the desk you should notify the other student worker or 
one of the librarians so the desk is not unattended. 
 
If you foresee recurring problems with meeting your schedule, discuss it with your supervisor(s). 

Conversations at the Desk: Customer Service & Personal Time 
Student employees are expected to be respectful and professional while working on the desk. 
As the first service point patrons see when visiting the library, it is important to project a friendly 
and welcoming demeanor.  
 



During each shift, you will be in contact with many faculty, staff, students, parents, and visitors to 
the college whose impression of Juniata College will be shaped by your actions. You can help 
make that impression a positive one by treating the patron right. Be sure to introduce yourself 
and always keep a cheerful and courteous demeanor to all patrons. 
 
Please keep note of the following guidelines while working your desk shift: 

●​ Do not conduct personal dealings on the job. If you need to attend to a personal 
matter (phone call/text/in-person conversation), please check in with a supervisor or 
fellow peer and excuse yourself from the work area. 

●​ Do not invite your friends to hang out at the desk (or invite them behind the desk). 
●​ Please use discretion as you may be exposed to confidential information about 

students, upcoming events, and professional staff members. 

Dress Code 

The way employees appear is an important form of non-verbal communication, which creates in 
others an impression about the Library as a competent and professional academic resource. 
When on the clock you are representing Juniata College, please do not wear 
pajamas/sweatpants, wrinkled/stained items, or super revealing clothing. 

Here are some guidelines for clothing you CAN wear: 
 
●​ Polo and oxford shirts 
●​ Blouses 
●​ T-shirts (no vulgar 

imagery/language)  
●​ sweaters/cardigans/sweat shirts 
●​ blazers/sport coats 

●​ Casual pants (khakis, linen pants, 
jeans, etc) 

●​ Leggings or yoga pants with skirts or 
tunics 

●​ Casual skirts 
●​ Juniata branded items 

 
Use your best judgment but, the librarians reserve the right to pull you aside and discuss 
your outfit choices. If you have any concerns or questions about these expectations, please 
let a librarian know. 

Personal Technology 
Laptops/tablets should NOT be used while on the desk. If you have a special circumstance for 
which you need to keep your personal technology available to you, please discuss this with your 
supervisor(s) and requests will be approved on a case by case basis. Some employees will 
need to use personal technology to complete work assignments, and these situations will be 
discussed as they come up. 



Food 
Food and drinks are permitted in the library; however, employees are not permitted to eat 
while working on the desk. Small snacks like a granola bar is permitted, but employees are 
prohibited from eating meals at the desk. 
 
You should come to work prepared for your shift, having eaten prior to arriving to work. You 
should be eating before or after your shift, or during a designated meal break for a longer shift. 
You may not leave during a shift to get food. There are a specific number of students assigned 
to a shift so you should not be leaving unless it is an emergency. 

Discipline/Termination Procedures 
Expectations are clearly presented to student employees through training and this handbook. 
Occasionally, the behavior of a student employee will result in grounds of discipline or release. 
 
For minor violations, student employees will receive a verbal warning. All infractions will be 
noted and kept on file. 
 
Repeated infractions may result in a student employee being released. 

Library Emergencies 
In case of emergencies, contact Public Safety immediately. Their emergency phone number is: 
814-641-3636 or 911 
 
If you need to report a non-emergency situation, contact Public Safety at 814-641-3163. 
 
For specific information, reference the Juniata College Emergency Operations Plan. 
 

Reference Interview 
Information Desk Student Workers provide first level information seeking assistance at the front 
desk. 
 
When assigned a reference shift at the Information Desk, you will use the provided Reference 
Interview Notepad to provide assistance to a researching patron. 



 



 

Prompts 
Here are some helpful questions you can ask the patron during the interview: 

●​ Could you tell me what you are working on? 
●​ What is it you want to know about (the subject being researched)? 
●​ What have you already found (or where have you already looked for 

information)? 
●​ What kind of information on (the subject) are you looking for? 

Ending the Reference Interview 
●​ Verify that the student got the information they need, or if they have the contact 

information for the person/department that has the answer. 
●​ Summarize the interview. 
●​ Thank the patron for visiting the desk, and let them know that a librarian will be 

reaching out to them for additional support. 



LibChat 
LibChat is the newest reference service provided by the library. It is available on every page of 
the library’s libguide website, which enables patrons to easily chat with a librarian or a student 
worker. 
 

To log into libchat 

 
 



 

 



 

Chat Example 

 



 

Example Chat Transcript 
Initial Question: Where can I find an article on triceratops'? My professor wants me to cite a 

reference source. 

➢​ 13:27:27 Library Student Worker: Good Afternoon, Billy. I can definitely help you with that. 

➢​ 13:27:42 Library Student Worker: Just to clarify, you are only looking for a reference 

article? 

➢​ 13:28:15 Billy Cranston: Yes. I don't know where to start. 

➢​ 13:28:48 Library Student Worker: I can give you some step-by-step instructions on how to 

find reference materials. 

➢​ 13:29:00 Library Student Worker: Are you on the library homepage? Libguides.juniata.edu 

➢​ 13:30:46 Billy Cranston: Yes. I'm there. 

➢​ 13:31:30 Library Student Worker: Great! You are looking for the "Resources" box that's 

located at the center of the page. Do you see it? 

➢​ 13:31:38 Billy Cranston: Yeah 

➢​ 13:32:16 Library Student Worker: There are tabs inside that box. Please click on the 

"Online Reference" Tab. 



➢​ 13:32:26 Billy Cranston: ok 

➢​ 13:33:25 Library Student Worker: Listed there are all of our reference resources. Click on 

any link and you should be able to search for a reference article on triceratops'. 

➢​ 13:33:32 Billy Cranston: Ok cool 

➢​ 13:33:46 Library Student Worker: Would you like me to stay on the chat while you do you 

search? 

➢​ 13:33:58 Billy Cranston: Nah, this is all I need. 

➢​ 13:34:00 Billy Cranston: Thanks 

➢​ 13:34:23 Library Student Worker: You are welcome. Thank you for using the chat! 

 



 

 



LibAnswers 
All students will be recording statistics in LibAnswers. You will be responsible for recording any 
ordinary or extraordinary interactions that take place at the desk. This includes: 

●​ Answering patron questions 
●​ Technology issues 
●​ Questions about campus events or services 
●​ Patron complaints 
●​ Requests to see a specific library staff person 
●​ Observations of strange or unusual behavior 
●​ Confusing or strange questions 
●​ Checking out materials 
●​ ETC. 

 
The purpose of recording interactions in LibAnswers is to give us an accurate snapshot of the 
types of questions asked, our busiest times for questions, and the frequency that certain topics 
come up at the desk. This is a great tool for library assessment and for identifying areas for 
further training. 
 



Logging into LibAnswers 

 
 



 
 



Recording a Transaction 

 
1.​ Type in the question or inquiry asked by the patron. 
2.​ Provide details on what steps you took to help the patron. 
3.​ You can adjust the date and time if needed. The system defaults to the current 

timestamp. 
a.​ This is helpful if you end up putting your statistics in after the fact, or if you forget 

to record a transaction right away. 
4.​ User: Select the type of patron you had this interaction with. If you do not know who it is, 

select “unknown.” 
5.​ Contact: Select how the interaction took place. Was it over the phone? At the information 

desk? Over chat? 
6.​ Question: (Option) Select the question type that best fits the interaction. If the question is 

technology related, then move on to “Technology Issue” 
7.​ Technology Issue: (Option) Select the issue type that best fits the interaction. 
8.​ Duration: How long did you spend with the patron? 
9.​ Referred to: If you referred the patron to someone else for further assistance, select 

them here. 
10.​Outcome: Select the relevant outcome. If there was none, select “N/A.” 
11.​Submit: After every transaction, you will click on “Submit.” This will reset the form for 

your next record. 
 



Example Transactions: 

 



 
 
 
 
 
 
 
Reference: 
http://libguides.lcc.edu/ri/ref-desk  

http://libguides.lcc.edu/ri/ref-desk
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