ADVERTISEMENT

Security Guards, Part-Time

Hartford Public Library is seeking PT Security Guard $13.25 per hour, for 12 hours per
week, position may be required to work additional hours as needed. HS Diploma or
equiv. and valid driver’s license required. Prior experience preferred. Must be available
to work weekdays and weekends morning, afternoon or evening hours. Pre-
employment drug test and criminal background check required. Application and Job
Description available at 500 Main Street, Hartford, CT 06103 or online, www.hplct.org.

Signed application must be received by May 9, 2012 in order to be considered. EOE

Hartford Public Library requires a Criminal Background Check and Pre-employment Drug
Testing on applicants who are selected as a finalist for the position. Applicants will be
provided a copy of any positive drug test results. A criminal record does not necessarily
eliminate you from employment with Hartford Public Library. Each conviction will be
reviewed with respect to the offense, circumstances, seriousness and the position for
which you apply.

JOB DESCRIPTION

Security Guard, Part-Time

GENERAL STATEMENT:  The part-time Security Guard works to maintain safe and secure environment
for library customers and staff, and helps to provide effective access to resources.

ESSENTIAL JOB FUNCTIONS:

Make regular rounds of the interior and exterior of the Central Library and the branch libraries.
Patrol and monitor the public and staff parking areas.

Respond to staff calls for assistance.

Initiate calls for assistance to City Police or Fire as needed.

Complete Incident Report forms.

As directed by the site Manager, assist with library activities and programs, which may include any of the
following:

Shelve materials

Check shelves for overdue/missing materials

Troubleshoot copiers, reader/printers, computer printers

Charge/Discharge materials

Setup/take down for programs

Perform other duties as required

MINIMUM JOB QUALIFICATION STANDARDS:




Knowledge of the economic and social issues facing the City of Hartford.
Knowledge of community resources (safety, emergency, social services).
Ability to work well with staff and public.

Ability to interact with a diverse population.

Ability to work with minimum supervision.

Ability to act calmly and with composure in difficult situations.

MINIMUM REQUIREMENTS:

Education: High School diploma or equivalency.

License: Valid CT Motor Vehicle Operator’s license required.

Experience: Relevant to the duties and responsibilities of the position, including computer
literacy.

Schedule: The normal work schedule includes day, evening and weekend hours.
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