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Suggested County Law Library duties 

• Receive invoices and verify items billed have been received. 
 

• Periodically get expenditure/revenue report from the Auditor/Treasurer to review for errors. 
 

• Unpack and shelve new materials.  
o Loose leaf updates should be filed as they arrive and in order.  
o Pocket parts should be placed in the backs of books. 
o Volume supplements should be placed next to the volumes they update.  
o Remove and recycle old materials when a new edition is received (e.g., remove 2nd 

edition when the 3rd edition is received, remove 2020 volume when 2021 volume is 
received, etc.)  

o Stamp with library stamp if available.  
 

• Look for missing items and request reorder if appropriate. 
 

• Reshelve misplaced materials.  
 

• Check that computer equipment is functional. 
o Make sure computers are turned on 
o Verify that printers print from the PCs  
o Verify that online research services are accessible (logins work)  
o Check that paper in printers is stocked 
 

• Keep handout racks stocked with current materials. 
o Order new materials when needed 

 
• Tidy up area as needed. 

 
• Recommend purchases to person designated to make purchases. 

 
• If materials are allowed to circulate, make sure materials are returned.  

 
• Request usage statistics for online legal research service at least annually, if applicable. 

 
Additional duties – depending on staffing 

• Prepare agenda for and schedule board meetings. 
 

• Work with State Law Library to initiate fee changes if desired. 
 

• Assist patrons, if applicable.  


