Bridwell Library Student Staff Application

Thank you for you interest in working for Bridwell Library!

You need to have your SMU student ID, SMU e-mail address, and class schedule for the semester in order to complete this application.

Reading the application carefully, and completing both sides thoroughly and thoughtfully is part of the application process. Please gather the information so you can complete the application prior to submitting.

Last Name___________________________ 
First Name_________________________________

SMU ID# ___________________________

SMU e-mail:____________________@smu.edu

(Applicants must be currently enrolled with a valid SMU ID)
(We will contact you via your SMU e-mail address)

Bridwell Library houses one of the leading theological research collections in the United States. Combining a large and diverse theological library with a remarkable rare book collection, Bridwell is a rich and unique resource for research in the humanities. Bridwell serves a wide audience including faculty, students and guest researchers from all over the world. Some of our patrons are very knowledgeable; some require a lot of help.

Most student staff positions at Bridwell Library are in the circulation department. Your application will also be made available to other Bridwell Library departments that are hiring student staff.

Circulation student staff have a lot of responsibility at Bridwell Library.

Student Staff Expectations 

· Be dependable and reliable, do your share of the work.

· Give every patron your best, whether they are Faculty, Students or not SMU affiliated.

· Project a professional appearance—greet patrons, remain aware of activity around the desk.

· Display a willingness to learn new tasks and to take on new responsibilities.

· Show initiative—don’t wait to be assigned a task.

Circulation Student Assistant:  Duties and Responsibilities

· Charge and Discharge library materials

· Maintain the library stacks by reshelving materials and shelf reading.    

· Assist patrons in locating the materials they need.

· Use the PONI library catalogue effectively and instruct patrons in its use.  

· Answer phone politely, direct calls correctly, and answer caller questions appropriately.

· Communicate and enforce library rules (no food / drink, no cell phones.)

· Understand and follow library policies.

· Operate and resolve common problems with library equipment. 

· Assist with library projects including shifting, shelf reading, and other tasks as assigned.  

· Operate cash register and correctly process financial transactions.  

Lots of things can help make a person a great library staff member including (but not exclusively): 

· Experience working in a library, either as a researcher or an employee.

· Sales or customer service experience.

· Teaching experience.

Tell us what makes you a great candidate for a job at Bridwell Library 

(hint: give examples relating to the information above):

What library (either at SMU or elsewhere) do you use most often and how do you use it?:

Are you currently employed? (If so, where?) _______________________________________

Do you have a work study financial aid award?:  Yes / No

Circle one: Undergrad

Grad

Other (specify)__________

Hours enrolled:_____
Major:________________________
Expected graduation date: ______________

Give us three references that we may contact. (Previous employers are best, professors / teachers are also good)

	Reference name
	Relationship
	Phone or E-mail

	
	
	

	
	
	

	
	
	


What number of hours are you hoping to work?  _____

Please indicate what hours you want to work (first choice) and what hours you are available (second choice)

What semester is this schedule?  Fall     Spring    (Summer is attached)
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8 AM
	
	
	
	
	
	
	

	9 AM
	
	
	
	
	
	
	

	10 AM
	
	
	
	
	
	
	

	11 AM
	
	
	
	
	
	
	

	12 Noon
	
	
	
	
	
	
	

	1 PM
	
	
	
	
	
	
	

	2 PM
	
	
	
	
	
	
	

	3 PM
	
	
	
	
	
	
	

	4 PM
	
	
	
	
	
	
	

	5 PM
	
	
	
	
	
	
	

	6 PM
	
	
	
	
	
	
	

	7 PM
	
	
	
	
	
	
	

	8 PM
	
	
	
	
	
	
	

	9 PM
	
	
	
	
	
	
	

	10 PM
	
	
	
	
	
	
	

	11 PM
	
	
	
	
	
	
	


PLEASE READ AND SIGN

I have read the job description and expectations above and accept these as conditions for employment.  I understand that (1) student employment may not exceed 40 hours per week for all campus jobs; (2) employment is for the entire semester or both summer terms including the examination period; and (3) student assistant employment may be terminated at any time due to misconduct, poor work, unexcused absence, or habitual tardiness.  

Applicant: __________________________________________

Date: _________________________

Summer Availability
Do you want to work this summer? ______________________

Tell us about dates / times that you know you can’t be available:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________

__________________________________________________________________
How many hours would you like to work?

Between  _____ and  _____

Please indicate what hours you want to work (first choice) and also what hours you can work (second choice)
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	8 AM
	
	
	
	
	
	

	9 AM
	
	
	
	
	
	

	10 AM
	
	
	
	
	
	

	11 AM
	
	
	
	
	
	

	12 Noon
	
	
	
	
	
	

	1 PM
	
	
	
	
	
	

	2 PM
	
	
	
	
	
	

	3 PM
	
	
	
	
	
	

	4 PM
	
	
	
	
	
	

	5 PM
	
	
	
	
	
	

	6 PM
	
	
	
	
	
	

	7 PM
	
	
	
	
	
	

	8 PM
	
	
	
	
	
	

	9 PM
	
	
	
	
	
	

	10 PM
	
	
	
	
	
	


