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Chelsea District Library 
Position Description 

 

 
Position:          Administrative Assistant 
Reports to:      Library Director 
Hours:              20 per week, requires some evenings and weekends 
Classification: Part-time, hourly, non-exempt 

Wage Range:  $16.65 - $22.02 per hour 

   
Purpose and Scope: 
Reporting directly to the Library Director, the Administrative Assistant serves in a support function for account 
management, operational scheduling and supplies, and communications.  Also provides clerical support for 
Director and Board activities. 
 
Specific Duties: 
Administrative Functions: Prepare and distribute Board packets and communications; record and transcribe Board 
minutes. Maintain regulatory board communications and records. Oversee mailing procedures and equipment, 
and distribute library mail. Assist in organizing library and board events including retreat and staff functions. 
Maintain meeting room schedule. Order library operational supplies. Retain and manage equipment, contract, and 
financial files. Work with administrative staff to maintain inventory of library assets. 
 
Account Management: Ensure proper receipt of funds and payment of bills. Prepare documentation for the annual 
budget discussions with staff and board. Work with bookkeeper to assure that approved budget and updates are 
documented and reported. Mail bi-weekly billings and file back-up documentation. Receive and record library 
donations, and prepare acknowledgements. Assist with distribution and accounting of petty cash.  
 
HR: Call in payroll, distribute pay checks, and interface with the payroll company when necessary. Produce bi-
weekly timesheets. Retain and manage payroll records. Maintain regulatory personnel forms. Ensure staff 
birthdays get acknowledged. Post job openings and manage resumes and interview schedules. Update benefits 
files as needed. 
 
Communications:  Maintain job responsibilities and administrative issues with utmost confidentiality.  Maintain 
regulatory board communications and records.  Maintain verbal and written communications with the highest 
professional standards. Assist with the production of the library newsletter, promotional publications and web site, 
as required. 
 
Qualifications: 
The successful applicant will be able to demonstrate the following through education, training and/or experience: 

 A minimum of three years of experience providing general clerical and administrative support at an 
organizational level.  

 Experience handling confidential and sensitive information in an appropriate and secure manner.   

 Experience with personnel and bookkeeping operations. 

 Ability to communicate with staff, trustees, vendors and the public both on the phone and in-person in a 
professional and courteous manner. 

 Experience communicating effectively in writing, including the ability to compose, edit and proofread, 
produce and publish high-quality written materials in a variety of formats and media.   

 Proficient in the use of Microsoft Office applications. 

 Experience organizing work under minimal supervision. 
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Please send resume with cover letter to: 
 

Chelsea District Library   Phone: 734-475-8732 X 207 
221 S. Main St.    Fax: 734-475-6190   
Chelsea, MI 48118    Email: tlancaster@chelseadistrictlibrary.org 
Attn: Terri Lancaster 

 

 
Closing Date:  Friday, November 11, 2016 at 5:00 PM 

 
 
 
Job Posting Description 

October 28, 2016,  
 
Located in historic downtown Chelsea, the Chelsea District Library was named the Best 
Small Library in America in 2008 by the Bill & Melinda Gates Foundation.  The key to 
our success is our commitment to the community we serve.  We do much more than 
provide books and materials – we are an integral part of the Chelsea community.  Now 
our nationally recognized library has a part-time opportunity for an Administrative 
Assistant. 
 
As the Administrative Assistant at the Chelsea District Library, you will find opportunities 
to share and learn in a team environment and contribute to superior customer services.  
As a library, we are focused on our relevance to our community and developing 
sustainable practices so our services will have a lasting impact. 
 
We are looking for a dynamic, energetic, organized and engaging individual to add to 
our team.  
 
Please tell us how you can contribute to our success with your skills and customer 
service philosophy.  Send cover letter and resume to 
tlancaster@chelseadistrictlibrary.org by Friday, November 11, 2016 at 5 p.m. 
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