
Robert Smith 
Library Clerk/Aide

PERSONAL STATEMENT

A position as an office or administrative support worker. Ability Summary 
Experience in performing varied duties in an office environment such as 
using various types of office equipment, assisting customers with questions
and inquiries and data entry.

WORK EXPERIENCE

Library Clerk/Aide
ABC Corporation -   May 2005 – September 2005 

Responsibilities:

 Instruct patrons on how to use reference sources, card catalogs, and 
automated information systems.

 Open and close library during specified hours and secure library 
equipment, such as computers and audiovisual equipment.

 Locate library materials for patrons, including books, periodicals, tape 
cassettes, Braille volumes, and pictures.

 Perform clerical activities, such as answering phones, sorting mail, 
filing, typing, word processing, and photocopying and mailing out 
material.

 Take action to deal with disruptive or problem patrons.
 Maintain library equipment, such as photocopiers, scanners, and 

computers, and instruct patrons in proper use of such equipment.
 Enter and update patrons records on computers.

Library Clerk
ABC Corporation -   2002 – 2005 

Responsibilities:

 Answered routine inquiries and referred patrons in need of professional 
assistance to librarians.

 Instructed patrons on how to use reference sources, card catalogs, and 
automated information systems.

 Located library materials for patrons, including books, periodicals, tape 
cassettes, Braille volumes, and pictures.

 Maintained records of items received, stored, issued, and returned.
 Opened and closed library during specified hours and secured library 

equipment.
 Performed clerical activities.
 Packing.

Education

- (NORTHWEST FLORIDA STATE COLLEGE FORT WALTON BEACH - 
NORTHWEST, FLORIDA, US)
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Able to run various 
heavy equipment,.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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