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Title:   Part-Time (Hourly) Pennsylvania Room Library Assistant 
Reports to:  Administrative Director 
 

General Summary Under the supervision of the Administrative Director, the Part-Time 
Pennsylvania Room Library Assistant performs general customer service 
and library operational duties in a genealogical and historical reference 
library; conducts genealogical research for offsite patrons; provides 
tours of the Historical Museum; and assists in the organization, 
preservation, and maintenance of the Pennsylvania Room and Historical 
Museum’s collections. 

 

Functions and Responsibilities: 
1. Assists patrons in finding and using appropriate research materials and documents as needed 
2. Provides basic instruction to patrons in how to begin genealogy research and trace family 

history utilizing both print and electronic resources 
3. Conducts research for offsite patrons in the subject areas of genealogy and history using 

Pennsylvania Room and Historical Museum collections, as well as online resources 
4. Provides informative, comprehensive tours of the historic Miles-Humes House and Historical 

Museum to museum visitors  
5. Assists in the upkeep of museum displays 
6. Assists in the preservation, repair and storage of items in the collections as needed  
7. Assists in the preparation of special displays and programs for occasions such as Victorian 

Christmas and the Family History Open House 
8. Oversees volunteer projects and communicates with volunteer team day-to-day 
9. May assist in compiling statistics and completing monthly branch reporting, as well as other 

administrative functions as needed 
10. Understands and applies library policies and procedures 
11. Maintains good relations with public and other staff 
12. Maintains order and neatness of the collection and building 
13. Reports problems and needs to immediate supervisor 
14. Performs other duties as assigned 

 

Knowledge, Skills and Abilities: 
1. Ability to provide courteous public service and to present clear explanations of established 

policies and procedures; willingness and ability to grant logical exceptions to Library policies and 
procedures when warranted 

2. Has an interest and/or background in local history and genealogy 
3. Ability to assess complex questions and ideas and develop a plan to find an answer 
4. Familiarity or aptitude in searching common genealogical resources as well as electronic and 

online resources 
5. Ability and confidence to instruct others in the use of genealogical and historical resources 
6. Proficient in the use of office equipment and in using computers, including typing, using word 

processing software, and using cloud technology 
7. Excellent verbal and written communication skills 
8. A strong desire to serve the public with friendliness, tact, and diplomacy 
9. Ability to work without close supervision, to solve problems, and to serve library users 

independently 
10. Ability to organize work, set priorities, use time effectively and meet deadlines 
11. Ability to cross train in other departments as needed 

 

Additional: This is not an exhaustive list of duties. It is simply representative of the main 
responsibilities of this position.  

 May require evening or weekend work 
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Education, Experience and Training: 
1. Requires a minimum of a high school diploma, preferably some college or equivalent preferred  
2. Previous experience conducting research in genealogy, history, or other humanities preferred 
3. Must have previous customer service experience 
4. Must have confident computer skills in order to utilize internal cloud technology, manage patron 

research requests, and assist patrons with use of the Internet and databases 
5. Must have excellent verbal and non-verbal communication skills 


