
On-Call Library Assistant
Are you looking for an opportunity to work for an organization that is helping to change our world for the 
better? If so, Oregon College of Oriental Medicine (OCOM) might be the perfect place for you. 

Our campus and offices are in the heart of Old Town Chinatown, in the LEED Gold certified remodel of the 
former Globe Hotel building. Tom McCall Waterfront Park and the Willamette River are just a block away. You’ll 
also enjoy easy access to the MAX Light Rail, other mass transit, and cycling routes.

OCOM is a nonprofit graduate medical school in Portland, Oregon. Our mission is to transform health care by 
educating highly skilled and compassionate practitioners, providing exemplary patient care, and engaging 
in innovative research within a community of service and healing. OCOM’s primary activities are providing 
studies for specialized graduate degrees; operating two teaching clinics, providing affordable care for patients 
and hands-on experience for student interns; and conducting acupuncture and Chinese medicine research. 

The OCOM Library works to foster a community of creative and successful scholars and practitioners by 
promoting information literacy, critical inquiry, the ethical application of research, and a culturally-competent 
appreciation of East Asian medicine and culture. Learn more about us at https://library.ocom.edu/about/
about-us. For more information about the college, please visit ocom.edu.

The OCOM Library is in search of an On-Call Library Assistant to join our staff. This is a great position 
for someone who is seeking practical experience in an academic library or who is new to librarianship; 
students currently enrolled in an LIS program are encourage to apply. The ideal candidate will have excellent 
communication skills, be excited to learn about academic librarianship and East Asian Medicine, and have a 
flexible schedule.

Position Summary
Reporting to the Director of Library Services, the On-Call Library Assistant is responsible for assisting with the 
day-to-day operations of the library. This includes directly assisting with the research needs of OCOM students, 
staff, faculty, and alumni, as well as sustaining the operations of our library’s front desk, including answering 
reference questions, providing circulation services, and shelving materials. The On-Call Library Assistant 
will manage general library operations and supervise student library workers in the absence of the college 
librarians, and will be interested in serving a diverse population, assisting with special projects, seeking out 
and taking on new and varying tasks, and creating a positive experience for patrons.

This is an on-call position, and offers no guarantee of regularly scheduled shifts; the rate of pay is $15/hour.

Essential Functions
  Processing library materials by checking them in and out of the library using an integrated library system;
  Assisting patrons in requesting and renewing materials in person, by telephone, or by email;
  Interacting and assisting patrons with their reference questions in a friendly, attentive manner;
  Working with and supervising student workers at the circulation desk;
  Shelving materials using the National Library of Medicine Classification system, and shifting book stacks 

when they become overly crowded;
  Processing new books and materials following library procedures;
  Assisting the librarians with special projects as needed;
  Punctual attendance
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Knowledge, Skills, and Abilities
  General knowledge of library practices;
  Experience with library catalogs, databases, and office equipment;
  Proficiency in Google applications, including Gmail and Google Drive;
  Demonstrated ability to work successfully in a team environment;
  Ability to multitask while maintaining a courteous demeanor;
  Interest in or experience with traditional Chinese medicine and other complementary and integrative 

therapies. 

Preferred Education and Experience
  Active enrollment in an ALA-accredited program, or a master’s degree in library or information science from 

an ALA-accredited program (or an equivalent educational degree);
  Experience working in an academic library 

To Apply
Email cover letter and CV/resume (.pdf format only) to Candise Branum, Director of Library Services, at 
cbranum@ocom.edu. The final candidate must successfully pass a criminal background check. 

Notice of Nondiscrimination
OCOM recognizes the individual dignity of each employee, student, patient, volunteer, and job applicant. OCOM does not discriminate on the basis of 
race, color, religion, sex, national origin, age, disability, marital or familial status, sexual orientation, gender identity, veteran status, or any other basis 
prohibited by local, state, or federal law.

Title IX of the Education Amendments of 1972 prohibits discrimination based on sex in educational programs, including areas such as admissions, financial 
aid, scholarships, course offerings and access, employment, and other services. Title IX protects students and employees, both male and female, from 
unlawful sexual harassment, including sexual violence, in college programs and activities. OCOM has designated a Title IX Coordinator to whom questions 
or concerns about this notice should be addressed: Amber Appleton, 75 NW Couch Street, Portland OR 97209, or titleix@ocom.edu.

This policy complies with the spirit and the letter of applicable federal and local laws, including Title IX of the Education Amendments of 1972 and its 
implementing regulations, Sections 503 and 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act of 1990.

ocom.edu
The science of medicine, the art of healing®

mailto:cbranum%40ocom.edu?subject=
mailto:titleix%40ocom.edu?subject=Title%20IX
http://www.ocom.edu
http://www.ocom.edu

