
The Charles Town Library 

200 E. Washington Street 

Charles Town, WV 25414 

 

COMMUNITY ENGAGEMENT/OUTREACH LIBRARY ASSISTANT  

POSITION ANNOUNCEMENT 
 

The Charles Town Library (CTL) is seeking a flexible, energetic, tech-savvy person with a variety of 

skills to join the staff as a community engagement/outreach library assistant. 20 hours per week. 

Under the direction of the library director, this position will help plan, develop, and implement the 

library’s outreach and community engagement programs (including programs for teens), continuing 

to develop the library’s community presence and develop connections with individuals and local 

organizations to promote the library and its resources. The position also identifies opportunities to 

connect library resources with community issues, needs, and interests.   

As part of the library’s outreach efforts, the position maintains the library’s website and social media 

sites. In collaboration with the director, the position develops news and informational items for the 

library webpage, newsletter, and social media. The position also compiles quarterly and annual data 

for outreach and user engagement activities. 

 

Secondary duties include, but are not limited to, serving at the circulation desk with its myriad duties; 

helping patrons in understanding and making effective use of technology; troubleshooting public 

access and circulation computers; and coordinating the provision of library services to teens, 

including materials acquisitions and teen programming. 

 

Some duties will be shaped by what the successful candidate can bring to the position. 

 

A successful candidate for this position will strive to exceed customer expectations, foster 

relationships with positive and effective communication, work collaboratively and independently, 

demonstrate competency with innovative and evolving technology; and enjoy reading and learning. 

 

All staff work in a collaborative environment with other staff to complete daily tasks, conduct programs 

and coordinate outreach. CTL provides services six (6) days a week. Work schedules vary and may include 

weekends and evenings. 
 
JOB REQUIREMENTS 

Requires a Bachelor’s degree or any combination of education and experience equivalent to a high 

school diploma and a minimum of four years related work experience. Experience with building 

website and with social media sites is required. An eye for design would be a plus. Experience with 

programming for teens and an existing knowledge of young adult literature is preferred. Experience 

working or volunteering in a library setting is strongly preferred. Must be able to work a flexible 

schedule, including evenings and weekends. 

 

SPECIAL REQUIREMENTS 

Ability to bend, stoop, reach and lift books and other materials up to 45 lbs. and move heavy book 

carts.  

 



 

 

TO APPLY 

Email résumé and cover letter addressing relevant work experience, education, and training as it 

relates to this position to octldirector@ctlibrary.org. The position is open until filled; preference will be 

given to those who apply before 3 September 2019. 

 

 

mailto:octldirector@ctlibrary.org

