NOAH WILLIAMS

Circulation Desk Clerk

9 PROFESSIONAL SUMMARY

Enthusiastic Circulation Desk Clerk with two years of experience in
facilitating library services and enhancing user satisfaction.
Demonstrated expertise in managing circulation operations, assisting
patrons with inquiries, and maintaining an organized environment.
Passionate about creating a welcoming atmosphere and committed to
supporting community engagement through effective library services.

@© WORK EXPERIENCE

Circulation Desk Clerk & Apr/2024-Ongoing

Quantum Solutions LLC X Phoenix, AZ

1. Managed circulation tasks, including check-outs, returns, and
renewals, to ensure smooth operations.

2. Assisted patrons with inquiries and provided guidance on library
resources and services.

3. Maintained an organized collection of materials, including reshelving
and cataloging items.

4. Processed and documented fines, late fees, and payments accurately
each shift.

5. Represented the library during evening and weekend hours,
ensuring accessibility for all users.

6. Facilitated the processing of faculty requests for course reserves and
special collections.

7. Collaborated with colleagues to enhance overall library services and
patron engagement.

Circulation Desk Clerk

Crescent Moon Design

B Apr/2023-Apr /2024
X Portland, OR

1. Reshelved books and materials to maintain an orderly and inviting
reading environment.

2. Addressed technical issues with library computers and assisted
patrons with technology-related questions.

3. Provided exceptional customer service while assisting patrons with
locating materials and navigating the library system.

4. Performed routine inventory checks to ensure all library materials
were accounted for and in good condition.

5. Supported library programs by promoting events and distributing
informational materials to patrons.

6. Created and maintained accurate records of circulation activities and
patron interactions.

) EDUCATION

Associate of Arts in Library Science

Community College of Cityville ¥ Denver, CO

8 Apr/2022-Apr /2023

Focused on library management, information organization, and
customer service.
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Event Coordination
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Critical Thinking

@ INTERESTS
@ Scuba Diving @ E-sports

@® Reading Fiction & Puzzle Solving

@ STRENGTHS

LANGUAGES

English Dutch Russian

€ ACHIEVEMENTS

¢ Successfully processed over 500
check-outs and returns monthly,
ensuring timely service.

& 'mplemented a new tracking system
for lost items, reducing missing
materials by 30%.
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