LIBRARY INTERN
UNPAID

Continuous Recruitment

PLACENTIA LIBRARY DISTRICT
The Placentia Library District was formed on September 2, 1919 and is one of
12 independent library districts in California. Under the Library and Museum
District Law, the Placentia Library District is governed by a five-member
board of trustees elected by the district’s voters. The Library's revenue
consists of a share of local property tax revenues based on historic
allocations, grants, and entrepreneurial funds. The Library is open seven
days a week and is located at 411 E. Chapman Avenue, Placentia, California.

Library Assistant Intern
Unpaid

Our Mission
Placentia Library District provides lifelong learning and reading
opportunities that inspire, open minds, and bring our community together.

This is an unpaid Library Assistant Intern position.
Key Responsibilities:
Perform a wide variety of routine administrative and technical assignments to a department's needs.
Research, plan, develop, conduct, and assess trending library services and programs.
Monitor and maintain equipment and facilities.
Interpret and enforce District policies and procedures.
Promote literacy and the love of reading, diversity, and a welcoming space for all.
Performs professional library work under the supervision of a Librarian.
Provides library reference services for locating information and documents utilizing the appropriate technology and
resources.
Assists library staff in activities designed to increase interest in library services.
Prepares periodic reports on the progress of internship and assignments.
Lifts, loads, and unloads boxes, crates, equipment, and other resources as needed.
Minimum of 55 hours throughout internship is required.
Knowledge of:
• Basic principles and practices of assigned area of responsibility;
• Basic principles of municipal government and public administration;
• modern office procedures, computer software and hardware.
• principles of mathematics, reading, and writing.
Ability to:
• Learn to operate assigned equipment safely and properly.
• Learn to interpret the polocies and procedures of the assigned department(s).
• Learn and understand the organization and operation of the assigned department and of outside agencies as neccessary to
assume assigned responsibilities.
• Plan and organize work to meet schedules and deadlines.
• Understand and follow oral and written instructions.
• Communicate clearly and concisely, both orally and in writing.
• Establish and maintain cooperative working relationships with those contacted in the course of business.
Education Requirement:
Current enrollment in a Master's of Library Science program or a Library Technology Degree from an accredited college.
Application Process:
A Placentia Library District Employment Application must be submitted to Administration at 411 E. Chapman Avenue, Placentia,
CA 92870. For additional information, please call (714) 528-1906 x200.
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