ULYSSES PHILOMATHIC LIBRARY | OUTREACH ASSISTANT
Job Description - 19 hours per week - $16.67 per hour
The Outreach Assistant, under the supervision of the Library Director (LD), will be responsible for engaging
with Ulysses Philomathic Library’s community by bringing a library presence to community events,
collaborating with community partners, and spreading awareness of library services and programming. This
position will also support the day-to-day operations of the Library. The ideal candidate will bring a passion for
literacy and libraries, experience working with people of diverse ages and backgrounds, and project
management skills. We are a small team that values collaboration, transparent communication, flexibility,
diversity, and collective care. We are committed to creating a library environment where all are welcome.
The regular work schedule will be Tuesday 9:30 am-4pm; Thursday 9:30am-4pm; and Friday 9:30am-5pm. The
Outreach Assistant will attend special community events on behalf of the library – including some evening and
weekend hours. When this happens the time worked will be flexed out of the regular schedule.
The Outreach Assistant, with the support of the LD, will be responsible for managing these ongoing projects:
•

•

•

•

•

Outreach Story Times within the community, including at the Trumansburg Farmers Market
1. Coordinate with community partner contacts
2. Schedule, plan, and implement Story Time programs
3. Communicate with volunteers supporting the program
Books for Backpack Program
1. Coordinate with program organizers at Trumansburg Central School District
2. Order appropriate titles for age ranges of students participating
3. Sort, pack, and deliver books to the Elementary, Middle & High Schools
Library Book Bike
1. Maintain the book bike, work with LD on any expenses or maintenance needed
2. Coordinate, plan, and implement pop-up events within the community
Juniper Manor Program
1. Deliver books to Juniper Manor patrons on a weekly basis
2. Refresh offsite collection of Large Print books at Juniper I
3. Promote library services to Juniper I & II
Identify new possibilities and outreach opportunities within the community.

The Outreach Assistant will also support the day-to-day operations of Ulysses Philomathic Library:
•
•
•
•

Regularly scheduled circulation desk shifts: providing customer service in library transactions, helping
patrons navigate the library, checking library materials in and out, assist in materials handling
Assist with larger library programs and events as needed
Assist with grant-funded projects and grant writing as needed
Other duties as assigned

Required Qualifications:
• High school diploma or equivalent
• Familiarity with Microsoft Office Suite
• Minimum one (1) year experience working in a public-facing position
• Strong verbal and written communication skills
• Basic math skills
• Ability to coordinate and track multiple projects at once
Desired Qualifications:
• Bachelor’s degree in a related field
• Community-based programming experience
• Knowledge of mission of public libraries and their role within the community
• Experience working and speaking with people of diverse ages and backgrounds

Ulysses Philomathic Library is an equal opportunity employer.

