Join our Team!
Position Summary
The Ajax Public Library is currently recruiting one (1) candidate for the position of Operational
Support Assistant (Part-Time). Under the direct supervision of the Coordinator of Corporate
Services and in a manner that is consistent with the Ajax Public Library’s overall visions and goals,
the Operational Support Assistant (OSA) provides interbranch and offsite transport using the Library’s
vehicle, provides materials handling support for Library collections and services, provides basic
general maintenance and facilities support and provides basic backup support for cleaning services.
**Proof of Covid vaccination is required.**

Typical Duties & Responsibilities
1. Provides interbranch daily courier services using the Library’s vehicle.
2. Prepares and sets up meeting rooms for meetings, room bookings, programs, etc. and takes
down afterward.
3. Utilizing the Integrated Library System (ILS), provides check-in support for and prepares materials
for reshelving.
4. Discards materials from the ILS as part of the weeding program. Prepares discarded material for
shipment, and coordinates dispensation.
5. Performs offsite event delivery, set-up and take-down using the Library’s vehicle.
6. Provides occasional pick-ups and deliveries using the Library’s vehicle.
7. Performs minor general building repairs and facilities support (including snow removal), as
needed.
8. Provides back up support to cleaning staff, as needed.
9. Provides support for the materials handling process.
10. Other duties as assigned.

Qualifications and Skills
1.
2.
3.
4.
5.
6.

Secondary School Diploma.
Class ‘G’ driver’s license with clear driver’s abstract.
Experience with executing minor repairs an asset.
Familiarity with computer technology.
Must be able to wear and use appropriate personal safety equipment and clothing.
Ability to work independently an asset.

Compensation
$15.58-$18.32/hour (CUPE Grade 3)

Working Conditions
1.
2.
3.
4.

Works up to 48 hours per two-week period, which includes evening and weekend work.
Physical demands include the ability to lift up to 40 lbs, bending and stretching.
Must be able to work indoors and outdoors on a regular basis.
Driving a Library vehicle is required.

Core Competencies
•
•
•
•

•

•

Accountability: Accepts responsibility for actions, results, and risks.
Attention to Detail: Follows procedures and ensures accuracy in transactions. Corrects own
errors.
Flexibility/Adaptability: Adapts positively to changes in direction, priorities, and/or
technology, and accepts new challenges, responsibilities, and assignments.
Quality System: Understands and applies quality concepts to all aspects of work. Familiar
with ISO: 9001 and the Town of Ajax Quality Statement, relevant Library Operating Policies
and Procedures and forms. Demonstrates proactive customer service techniques at all
times.
Reliability: Personally responsible; completes work in a timely, consistent manner; is regularly
present and punctual; arrives prepared for work; is committed to doing the best job possible;
keeps commitments.
Teamwork: Works collaboratively with colleagues and management staff to achieve
organizational goals.

Application
Candidates are invited to apply electronically by submitting a cover letter and resume in Word or
PDF format to libraryjobs@ajaxlibrary.ca no later than 5:00 pm on Friday May 20, 2022.
We thank all applicants for their interest; however, only those selected for an interview will be
contacted. In accordance with the Municipal Freedom of Information and Protection of Privacy Act,
personal information will be used strictly for candidate selection.
Ajax Public Library is an Equal Opportunity Employer, committed to diversity and accessibility within
the workplace where all employees feel valued, respected and supported. As a best practice
employer, the Ajax Public Library embraces diversity and gender expression through policy, staff
training and providing positive spaces. The Library encourages applications from all qualified
candidates. Accommodations will be provided in all parts of the hiring process as required.
Applicants are asked to make their needs known in advance. Any information relating to
accommodation measures will be addressed confidentially.

