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Compile information and prepare and maintain various lists, records, and reports related to books,
instructional materials, circulation, students, overdue materials, inventory, classes, and assigned activities.

Input, scan, and update circulation-related records, circulation and various other data and information in
an assigned computer system; utilize computers to extract and verify data and information; establish and
maintain automated records and files; initiate queries and generate computerized reports.

@tlculate and collect fees for lost, damaged or overdue books as needed; contact, generate, and distribute
18%, damaged, extatp
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ABILITY TO:
Perforry ya variety of library duties in the circulation, maintenance, and distribution of books and
BiBlLictional materials at one or more elementary school siiggiche

and maintaivfaccegltable student behavior in therlébtary. GonT
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