Employment Opportunity
City of St. Helena, California
Library Program/Marke ng Assistant
Casual Worker III Classiﬁca on
Part‐Time, Permanent
Salary Range: $18.86 ‐ $21.80 hourly

ABOUT THE CITY
The City of St. Helena is located in the center of the premier Napa Valley wine‐
making region of California approximately 6o miles north of the San Francisco
Bay Area. The City has a popula on of approximately 6,000 and is a full service
city with its own Police Department, Public Library, Building Department, Water
and Sewer Departments and Part‐Time Fire Department.

Applica on Deadline:
Open Un l Filled with First Review
March 22, 2019 at 5:00 pm.

The City of St. Helena has an exci ng opportunity to ﬁll a part‐ me posi on in the Library.
This is a great opportunity to become part of a team of dedicated individuals that take pride in
serving the local community.
Dis nguishing Characteris cs: The Library Program/Marke ng Assistant is a part me permanent
posi on with the St. Helena Public Library. As a part of the library’s programming team, this person
will work with the outreach services librarian, the library director, and other staﬀ to develop and im‐
plement a regular schedule of programs and events for St. Helena’s popula on. This posi on assists
in the set‐up and clean‐up of the library’s programs, which involves moving furniture and se ng up
of the sound system. Responsibili es include assis ng with services connected with programs and
performing other clerical du es as assigned. Addi onally, the person in this posi on is responsible
for assis ng in coordina ng the physical and virtual distribu on of promo onal materials and infor‐
ma on about library programs and services to staﬀ and to the public. Total hours will be around 12
hours per week. This posi on requires evening hours. Candidate must be able to commit to evening
shi s that match up with the library’s program schedule (currently Tuesdays and Thursdays). Hours
that are not connected with program responsibili es are ﬂexible.
Du es and Responsibili es:
 Assist in obtaining and preparing all necessary promo onal materials (for example newsle ers

and ﬂyers).
 Assist in the set‐up and clean‐up of program space.
 Assist presenter(s); and ensure that the presenter(s) and audience have a pleasant experience.
 Assist in engaging community partners, volunteers, library users, and staﬀ in the promo on of






library programs; assis ng in the physical and virtual distribu on of promo onal materials and
informa on about library programs and services to the public.
Iden fy, track and meet deadlines for providing press releases and other informa on to local
media outlets.
Track deadlines for submi ng program informa on to various media and online outlets.
Posi on requires prolonged si ng, walking, kneeling, squa ng and stooping in the performance
of daily ac vi es.
Ability to li , drag and push tools and equipment up to 25 pounds is also required.

Ability to:
 Ability to communicate eﬀec vely and to accurately follow direc ons.
 Ability to work in harmony with others and provide assistance to staﬀ, children and adults.
 Good oral and wri en communica on.
 Good organiza onal skills.
 Good a endance and punctuality required.
 Technical proﬁciency with oﬃce equipment, use of the Internet, and MS Oﬃce products.

Class speciﬁca ons are only intended to present a descrip ve summary of the range of du es and responsibili es
associated with speciﬁed posi ons. Therefore, speciﬁca ons may not include all du es performed by individuals
within a classiﬁca on. In addi on, speciﬁca ons are intended to outline the minimum qualiﬁca ons necessary for
entry into the class and do not necessarily convey the qualiﬁca ons of incumbents within the posi on.

Contact:

City of St. Helena Human Resources Department
1480 Main Street, St. Helena CA 94574
Telephone: (707) 968‐2649 | www.cityofsthelena.org
Educa on and/or Experience:
Any combina on of educa on and experience that has provided the knowledge, skills and abili es
necessary for a Library Program/Marke ng Assistant. An Associates Degree is required., however,
considera on will be given to candidates with lesser educa onal qualiﬁca ons who have signiﬁcant
related experience. Marke ng experience is preferred, along with prior knowledge of opera ng a
sound system.
License/Cer ﬁcate:
Possession of, or the ability to obtain, a valid class C California driver’s license.
Applica on and Selec on Procedure:
To apply for this posi on please submit the following documents and forms on CalOpps by March 22,
2019, 5:00 PM:
 Cover Le er
 Detailed resume
 City applica on form

All resumes will be reviewed to select those applicants whose training and experience most closely
match the requirements of this posi on. A limited number of qualiﬁed applicants possessing the
most desirable qualiﬁca ons may be invited to par cipate in the subsequent phase of the evalua on
process which may include interviews, wri en exercises, or simulated work problems. Note: Mee ng
the minimum qualiﬁca ons does not guarantee advancement in the selec on process.
There is a no smoking policy in eﬀect within the City oﬃces and vehicles. St. Helena is an equal opportunity
employer. The City of St. Helena will require documenta on of the legal right to work in the United States as
required by the Immigra on Reform and Control Act upon hire.

Compliance with Americans with Disabili es Act (ADA): With prior no ce to the Personnel Department regarding tes ng or job performance modiﬁca ons, the City will make every a empt to oﬀer
reasonable accommoda ons for qualiﬁed applicants and employees with disabili es.

