
ASU Libraries 
Staff/Student Job Posting Form 

Position Information 

Department:  

Position title:  

Part-Time/Full-Time:  

Reports to Person:  

Staff/Student:     

Regular/Temporary: 

Campus:

Number of hires:       Is this grant funded:  

Committee Chair: 

Additional Notes: 

Posting information 
Scope of Search:      

Job description: 
There is a generic job description that would accompany the job title, but it can be modified to match your 
needs 



Working Environment: 

• Activities are performed in an environmentally controlled office setting subject to extended periods 
of sitting, standing and walking Frequent physical demands include stooping, bending, reaching, 
lifting up to 25 pounds and pushing objects of varying weights up to 100 pounds 

• Exposure to dust and other airborne materials 
• Regularly required to access books and other physical items from shelves up to 7 feet in height 

requiring climbing library ladders 
• May be required to travel between library locations to deliver and/or retrieve materials using an 

electric powered cart. 
• Close review of completed tasks 
• May oversee assignments to student workers to ensure timely completion and/or to provide 

guidance or assistance to questions 

Add additional if needed: 
 
 
 
 
 
 
 
 
 
 
Desired Qualifications: 
 
 
 
 
           
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Essential Duties:  
Self populates from generic job description, but it can be modified to match your needs 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Suggested closing date:       
 
 
BUSINESS OFFICE USE ONLY 
 
Position number (if one already exist):   Salary Range:      

Funding:       Budget Approval:  


	Dropdown3: [Part-Time]
	Department: Preservation
	Position Title: Library Aide III
	Staff/Student: [Student]
	Regular/Temporary: [Regular]
	Committee Chair: 
	Notes: 
	Scope: [Open to Public]
	Job description: Preservation Services at the Arizona State University library works collaboratively with faculty, researchers, and students in using digital tools and services to advance the creative, research, and teaching activities of the ASU academic community and beyond. We work to preserve the intellectual activity of the university by supporting research projects through digitization services.

Under supervision, the Library Aide III will assist the Project Manager with various tasks and functions related to digitization of library/archival materials. Duties will include but not be limited to operating high speed document scanners, flatbed scanners, digital cameras, automated copystands, and other equipment, processing images, digital file conversion, file management, data entry, and handling of rare/fragile materials, as well as other duties as assigned.

Work shifts will be within the hours of 9:00am - 5:00pm Monday through Friday and may be adjusted to the student’s course schedule. Students must be able to work between 15-20 hours a week during regular semester hours.


	Essential Duties: Duties will include but not be limited to operating high speed document scanners, flatbed scanners, digital cameras, automated copystands, and other equipment, processing images, digital file conversion, file management, data entry, and handling of rare/fragile materials, as well as other duties as assigned.

	Desired Qualifications: • Demonstrated experience with Adobe Photoshop/image editing software; Acrobat, Bridge
• Experience with computers, including Windows/Mac
• Experience using spreadsheet software such as Microsoft Excel or Google Sheets
• Experience with digital cameras and flatbed scanners
• Experience with digital media formats (including tif, jpeg, gif, pdf, wav, mp3, mp4, Windows Media)
• Ability to follow procedures to store and manage electronic files in an organized manner
• Handles electronic equipment and special materials securely and with care
• Able to work independently and follow detailed instructions
• Pay close attention to detail and perform repetitive, detail-oriented tasks










	Addition Information: 
	Suggested Closing Date: 2/20/2026
	Position Number: 
	Salary Range: 
	Funding: 
	Budget Approval: [Select]
	Grant Funded: []
	Campus: [Tempe]
	Reports to Person: Jonathan Wilcox
	Number of hires: 2


