
 
 
 

 
 

1300 W. St. Germain 
St. Cloud, Minnesota  56301 

Tel. 320.650.2500   Fax 320.650.2501 
 

Board of Trustees Work Session 
Tuesday, June 20, 2017, 6:00 p.m. 

St. Cloud Public Library Mississippi Room  
Agenda 

 
 
 

 
1. Call to Order          6:00 

 
2. Great River Regional Library Building Security Update     6:01 

 
3. Distribution Department Reorganization Proposal     6:25 

 
4. Next Meeting – July 18, 2017, Board of Trustees 6:00 p.m.  

 
5. Adjournment          6:45 

 
 



GRRL Building Security Update 
Submitted by Karen Pundsack, Executive Director, 
Ryan McCormick, Patron Services Supervisor  
& Rachel Thomas, Patron Services Supervisor 

 

BOARD ACTION REQUESTED  

 Information      Discussion    Approve/Accept 

 

RECOMMENDATION 

Review historical and current building security practices and policies. Provide recommendations for 
future initiatives. 
 

BACKGROUND INFORMATION 

The GRRL Board last formally discussed library building security in January 2014. The library has 
implemented many changes since that time. Members of the staff and community will also provide 
insights in-person at today’s work session. 

 Supporting Documents Attached 

• Library Building Security Update  
• GRRL Security Policy 
• St. Cloud Public Library Rules of Behavior as passed by the St. Cloud Library Board 

 

FINANCIAL IMPLICATIONS 

Estimated Cost: $ unknown   Funding Source:        Budgeted:  Yes   No  
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LIBRARY BUILDING SECURITY UPDATE 
The GRRL Board last formally discussed library security in January 2014. The library has implemented 
many changes since that time. Below is a review of measures taken to date and current practices to 
determine future goals.  

One of the greatest challenges with the topic of security is changing perceptions. Opinions vary widely 
on what constitutes a welcoming environment for everyone. Security-related incidents are more 
frequent at St. Cloud Public Library, which also has the highest volume of patron activity. All solutions 
need to be developed from a regional perspective so they can be applied in both small and large 
libraries.  

The ultimate goal is that all GRRL locations are welcoming spaces for all patrons. This is a task that can 
never be truly “done” and must be continually improved.  

BACKGROUND 

In 2014, the GRRL Board formed a joint task force between the St. Cloud Library Board, the St. Cloud 
Police Department (SCPD) and GRRL management to talk about how to improve St. Cloud Public Library 
security. This resulted in staff beginning to meet regularly with the SCPD Community Crime Impact Team 
(CCIT) which continues today. In these meetings, calls for service and security incidents are reviewed to 
decide what needs further action. Additional security strategies and techniques are also discussed at 
these meetings.  

Following work with the Security Task Force, staff developed a six-pronged strategy to address security 
concerns. The St. Cloud Library Board approved this strategy in August 2014. 

Calls for service have decreased over time. A zero tolerance policy for intoxication and alcohol was 
implemented based on SCPD recommendation. This has helped to reduce the number of repeat issues. 

CHANGES IMPLEMENTED SINCE 2014 

Web-based security log 

A web-based security form and log was developed for internal staff use in 2014. The form is visible to all 
GRRL staff and helps with managing offenders who attempt to use multiple libraries. It tracks the type of 
incident, if the person was trespassed and when the trespass expires. A total of 57 incidents have been 
reported since January 2016 with 38 individuals trespassed. Of the incidents, 43 occurred at St. Cloud 
Public Library and 14 occurred at other libraries. By comparison, St. Cloud door count statistics show 
activity in the building to be five to six times greater than the next busiest library, Elk River. 
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Alcohol container tracking  

Alcohol containers found in bathroom garbage cans were tracked for several months.  No definite 
pattern of activity could be determined, so this practice was discontinued. 

Updated security cameras 

The City of St. Cloud invested in a major upgrade of the security cameras in the building. The cameras 
are on the city-wide network and currently accessible only through City Information Technology. 

Community garden 

The planter at the entrance to the library was transformed into a community garden in summer 2016. 
This became a designated non-smoking area, which shifted this activity further away from the library 
entrance. In the past, some patrons felt intimidated by having to walk around smokers at the front of 
the library sitting on the granite planter.  

Training 

• Positive interaction and de-escalation training offered by SCPD in July 2013 to St. Cloud Patron 
Services staff. 

• Theft training offered in November 2015 to St. Cloud Circulation staff.  
• Code Adam training is part of orientation for all SOD staff. 
• Active threat training – Completed at the St. Cloud Public Library by SCPD in 2016. We are 

working with local law enforcement to offer this training at each library. Active threat plans 
unique to each library are developed or are in progress. 

Roving by staff  

Roving is incorporated into the regular desk schedule at the St. Cloud Public Library. The minimal 
expectation is once around the building per hour of roving time.  It takes about 15 minutes to complete 
one full loop around the building with minimal interruptions.  

Indefinite trespass 

Annually St. Cloud staff review the list of trespasses the SCPD has on file for the library with CCIT.  A 
trespass can be extended up to 365 days at a time. Currently, 21 individuals are actively trespassed from 
all GRRL locations. The following benchmarks are used to extend a trespass indefinitely: 

1. Three instances of being in the staff security log. 
2. Being harmful to minors. 
3. Brandishing a weapon with intent to harm. 
4. High risk to staff or patrons. 

 
 
 



3 
 

CURRENT INITIATIVES 

Calls for service 

Staff members review calls for service with CCIT members. In these meetings, calls for service and 
security incidents are reviewed to decide what needs further action. Additional security strategies and 
techniques are also discussed. Since 2016, staff turnover at both the library and SCPD impacted the 
frequency of the meetings. The last one took place in November 2016. We will be meeting again with 
SCPD in the near future. 

The review of calls shows the majority involve intoxication, medical calls and stolen bicycles. Calls for 
service involving criminal or potentially criminal activity decreased from 90 to 65 between 2013 and 
2014. Calls in 2016 were on track to be lower prior to the arson closure. Activity in 2017 is roughly the 
same as last year, with approximately 40 criminal or potentially criminal calls for service through May. 
However, St. Cloud staff report recent incidents have been more threatening than in years past.  

Monitoring of security cameras 

With the new cameras installed, the long-term monitoring of the cameras is up for discussion. Currently 
St. Cloud City IT can pull the camera feeds or logs. SCPD and library staff access the footage as needed. 

FUTURE INITIATIVES 

• Logging of patron activity in the building 
• Staff training from SCPD or other sources 
• Possible security camera policy 
• Review of Hennepin County practices 

EVALUATION OF EFFECTIVENESS 

• Continued decrease in calls for service from SCPD 
• High patron satisfaction with library environment in user survey results 
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Security

700 Security Policy

Outline

I. Policy
II. Internet
III. Unattended Children and Vulnerable Adults
IV. Service Animals
V. Rules of Behavior
VI. Behavior Outside the Library
VII. Communication
VIII. Injuries

  

Policy

700 Security Policy

Chapter I. Policy

GRRL staff will monitor public behavior inside its libraries. Although not all public activities can be seen
because of staffing limitations and building design, GRRL staff will attempt to remain observant and
aware of any potential security issues.

Any designated staff member may issue a warning to an individual who violates library policy or local
Rules of Behavior. If the behavior continues after a warning is given, staff may also ask the individual to
leave the library. However, the facility supervisor and the Patron Services Supervisor should be notified
after this occurs.

Inappropriate behavior will be addressed with a response proportionate to the severity of the behavior.

Staff should follow GRRL procedures when responding to security issues. In the case of juvenile patrons,
contacting parents or guardians is an option. Staff is authorized to request identification from patrons as
necessary. Refusal to identify oneself under these circumstances may be grounds for eviction or calling
local law enforcement.

Library users are expected to behave respectfully toward staff and other library users. Harassment of
others will not be tolerated.

Designated staff members may ban people from entering a library for more than one day (trespass).
Individuals may be banned for a limited period of time, indefinitely pending a legal resolution, or
permanently. The length of time of the ban will depend on, but is not limited to the following factors:

Severity of the offense
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Repeated offenses
Likelihood of possible continued problems
Safety of staff and patrons
Preservation of the library environment

When an individual is banned, they and local law enforcement will be notified. Other GRRL libraries will
be notified if the ban is for all libraries. If a banned individual returns to any GRRL library in violation of
the ban, law enforcement may be contacted to cite them for trespass.

The Library Executive Director is the final GRRL arbitrator in any trespass issue. Any appeals beyond
that level should be directed to the local library board or city council as appropriate.
 
  

Internet Security

700 Security Policy

Chapter II. Internet

Patrons may be banned from using the library's computer stations if they are found to be in violation of
the library Acceptable Use Policy. Patrons found in violation of these policies will be banned from using
the computer workstations. Length of ban will be based on the severity and/or number of offenses. If the
rules violation is severe, however, the Executive Director may ban the individual from using library
computer services, or the library, permanently.

If illegal activities are observed, law enforcement may be called, and the patron may be banned from all
further access to GRRL libraries.
 
  

Unattended Children and Vulnerable Adults

700 Security Policy

Chapter III. Unattended Children and Vulnerable Adults

Great River Regional Library welcomes children of all ages to use its facilities and services. Since all
visits to the library should be positive, enjoyable experiences for children, their safety and well-being
while they are in library buildings is of great concern.

Children should always be accompanied by a parent/guardian or designated caregiver while in a Great
River Library. Ultimate responsibility for the behavior and well being of children using the library rests
with the parent/guardian or designated caregiver and not with the library's personnel. Young children
may not be safe when left unattended at the library. Since responsible adults may choose not to stay
with young children at GRRL libraries, the following identifies the unattended and/or vulnerable child
and addresses problems that may arise.

Definitions

An unattended child is any young person using the library facility unaccompanied by a responsible adult
or left alone in one part of the library while the adult is in another.
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A vulnerable child is an unattended child whose safety or well-being could be endangered either in the
building, or if they were to leave the library.

Because children develop and mature at different rates, there is no particular age at which all children
are ready to cope with the variety of circumstances they may face alone in the library. Library staff
must use their judgment and discretion in determining whether or not an unattended child is vulnerable
or at risk.

A designated caregiver should be at least 16 years old.

Staff will make every attempt to locate a parent or caregiver of an unattended child within the library.
However, local law enforcement will be called if a parent or caregiver cannot be located.

1. Library staff must assist all customers in the library and they are not permitted to assume
responsibility for the safety, care, supervision, or entertainment of specific children at the
expense of others who may need assistance as well.

2. A responsible adult or caregiver must remain in the library when children ages 6 and under are
attending a library-sponsored program, such as story time.

Vulnerable Adults

Vulnerable adults are those individuals who because of physical or mental disability are dependent on
others for care. GRRL staff will make every attempt to locate a caregiver for unattended vulnerable
adults before calling local law enforcement for assistance.

Approved Date: prior to May 2010
Effective Date:
Revised Date: 5/11/2010, 3/20/2012
 
  

Service Animals

700 Security Policy

Chapter IV. Service Animals

The Great River Regional Library System (GRRL) recognizes that some patrons with disabilities may
have service animals, which are trained to assist or accommodate a person with a sensory, mental, or
physical disability or to perform tasks for the benefit of a disabled individual. GRRL recognizes legal
rights under federal and state laws regarding use of service animals. GRRL also considers the safety and
health of all of its patrons, the public and library staff to be of utmost priority.

No pets or animals other than service animals, service animals in training, or animals featured in GRRL
approved programs are allowed in GRRL libraries. Owners of pets will be asked to remove them from the
library.

A service animal is defined as: “a dog that is trained for the purpose of assisting or accommodating a
person's sensory, mental, or physical disability.”

Individuals with disabilities may bring their service animals into all areas of the library where members
of the public are normally allowed to go. All service animals must be under the full custody and control
of their handler at all times. Also, all service animals must be on a leash or harness at all times unless
the handler is unable to leash or harness the animal because of a disability or use of a leash or harness
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would interfere with the animal’s safe, effective performance of work or tasks. If the service animal
cannot be leashed or harnessed, it must be otherwise under the handler’s control (e.g., voice control,
signals, or other effective means). Owners of the service animals are solely responsible for the
supervision and care of the service animal. Therefore, owners must keep the service animal directly
with them at all times.

A person with a disability may be asked to remove a service animal if:

1. The animal is out of control and the animal’s handler does not take effective action to control it;
or

2. The animal is not housebroken.

Fear of allergies, annoyance on the part of other patrons or employees or fear of animals are not valid
reasons for denying access or refusing service to people with service animals or service animals in
training.

Staff may not make inquiries about a service animal when it is readily apparent that the animal is
trained to do work or perform tasks for an individual with a disability. When it is not readily apparent
that the animal is a service animal, staff make ask the following two questions:

1. Is the animal required to be present because of a disability?
2. What work or task has the animal been trained to perform?

Staff may not ask about the owner’s disability.

If an animal is properly excluded, library staff should give the person with the disability the option to
obtain library services without having the service animal or service animal in training on the premises.

Approved Date: 05/21/2013
Effective Date: 05/21/2013
 
  

Rules of Behavior

700 Security Policy

Chapter V. Rules of Behavior

Each GRRL library has its own Rules of Behavior approved by a library board or city council.
 
  

Behavior Outside the Library

700 Security Policy

Chapter VI. Behavior Outside the Library

Activities occurring outside GRRL libraries are the responsibility of local law enforcement officials. It is
not possible for GRRL staff to observe and/or monitor public activities occurring outside the library
property.
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Security Communication

700 Security Policy

Chapter VII. Communication

Staff will inform supervisors and other staff of issues related to violations of library rules of behavior.
The Library Executive Director will be informed of all incidents that result in a patron being trespassed
from the library.
 
  

Injuries

700 Security Policy

Chapter VIII. Injuries

Should staff sustain an injury from a patron, staff will inform a supervisor, Patron Services Supervisor
and/or Associate Director immediately. The appropriate forms must be completed in accordance with
the worker's compensation policy, including the "Workplace Violence Report" section of the Report of
Employee Incident form.
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ST. CLOUD PUBLIC LIBRARY  
RULES OF BEHAVIOR 

 
 Library visitors shall be engaged in the normal activities associated with 

the use of a public library building. Those not engaged in reading, 
studying, research, or appropriate use of library resources may be asked 
to leave the building. 
 

 Library visitors shall respect the rights of other library users and library 
staff and shall not annoy others through noisy or boisterous activities, or by 
any other behavior that may reasonably result in the disturbance of other 
persons in the library. 
 

 Alcoholic beverages are not permitted in the library. 
 

 Intoxicated persons are not permitted in the library. 
 

 Smoking is not permitted in the library. 
 

 Appropriate clothing must be worn in the library.  This includes shoes, 
shirts, and pants, shorts, or skirts.   
 

 Food and drink are permitted only in designated areas.  Beverage 
containers must have re-sealable caps.  Please see the library’s Food & 
Drink Policy for more information. 
 

 Pets are not permitted in the library. 
 

 Any behavior disruptive to other library users is not allowed. 
 

 Abusive or obscene language is not allowed in the library. 
 

 Young children must be accompanied and supervised by an adult at all 
times; Great River Regional Library staff is not responsible for the care, 
safety, or supervision of children. 
 

 Running, roller-skating, skateboarding, rollerblading or similar 
inappropriate activities are not permitted in the library. 
 

 Violation of the above policies may result in a warning, a request to leave 
the premises, being escorted out of the library, or notification of the police. 



Distribution Department  
Reorganization Proposal 
Submitted by Karen Pundsack, Executive Director  
& Julie Schmitz, Associate Director – Human Resources 

 
 

BOARD ACTION REQUESTED  

 Information      Discussion    Approve/Accept 

 

RECOMMENDATION 

Review proposal and recommend any changes for final consideration and approval at the July Personnel 
Committee and regular Board meetings. 

 

BACKGROUND INFORMATION 

Documents are provided as a framework for discussion. The final position description for the 
Distribution Assistant and updates to the Accounting Coordinator position will be included in the July 
Board materials. 

 Supporting Documents Attached 

• Distribution Department Reorganization Proposal 
• Organizational Structure – Accounting & Collection Development  
• Draft Distribution Assistant Position Description 

 

FINANCIAL IMPLICATIONS 

Estimated Cost: $ projected savings of $10,000-$20,000 annually  
Funding Source: GRRL Operating Budget  Budgeted:  Yes   No  
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DISTRIBUTION DEPARTMENT REORGANIZATION PROPOSAL 

SUMMARY 

Currently, the 40-hour, Grade 21 Distribution Coordinator position is vacant due to retirement. We have 
held the position open since April to evaluate current organizational needs and to improve focus on 
collection management, a core library service. The Accounting Coordinator has been supervising the 
Distribution department as a pilot. We are proposing to make some of these changes permanent and fill 
the vacancy with a re-organized position to better meet library needs. The overall changes would result 
in a potential savings of $10,000 to $20,000 annually. 

The proposal: 

• Shifts Distribution supervision from the Associate Director – Collection Development to the 
Accounting Coordinator. 

• Increases the responsibilities of the Accounting Coordinator.  
• Eliminates the 40-hour, Grade 21 Distribution Coordinator position. 
• Adds a new 30-hour, Grade 16 Distribution Assistant position reporting to the Accounting 

Coordinator. 

The new Distribution Assistant position would focus on oversight of the Distribution Aides, monitoring 
workflow and ensuring cross-department communication between Distribution, St. Cloud Circulation, 
Interlibrary Loan and Technical Services. 

Shifting supervision from the Associate Director – Collection Development to the Accounting 
Coordinator better balances the amount of time each of these positions spends on supervision.  

PROPOSAL 
 

1. Permanently reassign supervision of the Distribution department to the Accounting Coordinator 
from the Associate Director – Collection Development. The Accounting Coordinator would 
supervise the Drivers and Distribution Assistant. Fuel accounts, vehicle purchasing and vehicle 
maintenance would also shift to this position. The Accounting Coordinator would be on-call for 
weather emergencies related to the delivery. The re-assignment would increase the complexity, 
scope and effect of this position, so would require an increase in compensation, as well as job 
description and position title changes.  

2. Eliminate the 40-hour, Grade 21 Distribution Coordinator position. Use resources from this 
position to fund other changes. 

3. Add a new Distribution Assistant position at Grade 16.  The Distribution Assistant would provide 
direct support to Distribution Aides, monitor overall workflow and facilitate cross-department 
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communication for the area. The position would be hired at 30 hours and be benefit-eligible. This 
would give the position the greatest amount of flexibility for future changes in workload. The 
position would report to the Accounting Coordinator.  

BACKGROUND 

The work in the Distribution department has changed significantly since 2009 when the Distribution 
Coordinator position was initially created. Circulation has decreased by 26 percent. Hold requests are 
down by 13 percent. Red dots are no longer routed. We started using stock rotation and CollectionHQ. 
We added five-day delivery at all branches. We added Interlibrary Loan delivery last year. Upcoming 
projects for Distribution include purchasing replacement vehicles and delivery to Sartell.   

Distribution has seen a lot of turnover in driver and aide positions in the past year. This has increased 
the amount of time it takes to supervise the department. Shifting supervision from the Associate 
Director – Collection Development to the Accounting Coordinator better balances the amount of time 
each of these positions will spend on supervision. Previously, Jami Trenam supervised seven direct and 
24 indirect reports. Distribution is approximately 12 of these positions. Aron Murphy supervises the 
Accounting Specialist and has capacity for added supervisory tasks, as demonstrated during the pilot 
since April. 

PILOT PROJECT 

It has been six weeks since the Distribution Coordinator retired and the Distribution department 
transitioned to the Accounting Coordinator.  

During this time, the department has become fully staffed. We replaced a full-time and a part-time 
driver position and hired three substitute drivers. This staffing provides adequate coverage for the 
delivery and does not require the Accounting Coordinator to fill in as a driver. In the past year, the 
Distribution Coordinator spent a lot of time on the road filling in for vacant positions and paid time off. 
We also trained the Distribution Aides hired within the last six months.   

Because the Drivers are on the road for the majority of their day, their supervision can be handled by 
the Accounting Coordinator. This will allow the Distribution Assistant to focus on core functions with the 
Distribution Aides.  

Responsibilities completed by the Distribution Coordinator related to fuel accounts, new vehicle 
purchases and vehicle maintenance are able to be managed by the Accounting Coordinator.   

One issue we are encountering is the need for direct support in the Distribution department. We have 
seen some backlog of material flow to other departments, impacting their workloads. We have also seen 
the need for training and ongoing coaching of Aides. The daily presence of the Distribution Assistant will 
offer the ability to: 

• Promptly answer questions and resolve issues that occur during the evening shift from 
Distribution staff as well as other departments within the library. 
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• Train and coach Aides to prevent errors and develop staff. 
• Direct the work flow and prevent backlogs. 
• Provide coverage when needed so delivery schedules are maintained. 
• Collaborate and communicate with impacted departments (St. Cloud Circulation and Technical 

Services). 

With the approval of Sartell alternative library service, the Distribution Assistant will be instrumental in 
the implementation and maintenance of the system and material delivery. Having the Distribution 
Assistant will facilitate a smooth implementation.  

One main goal of the transition was to allow Collection Development to focus on its projects. During the 
pilot program the Associate Director – Collection Development was able to provide condition training 
for staff in over 10 libraries in addition to 7 sessions offered at the St. Cloud Library. The pilot also 
allowed time for the position to work with the Human Resources Generalist to update collection 
development pieces of the Orientation program for new hires. 

BENEFITS OF CHANGE 

• Ability to continue Collection Development efforts as outlined in the strategic plan. 
• Ability to improve focus on two major functions of the library – the collection and how it is 

distributed between libraries. 
• Areas of overlap between Distribution and Accounting, such as management of vehicles and fuel 

accounts, are more efficient. 
• More evenly distributes supervisory responsibilities between Associate Director – Collection 

Development and Accounting Coordinator.  

POTENTIAL RISKS OF PROPOSED CHANGE 

• Some communication difficulties may occur due to lack of coverage. 
• Will need to ensure processes between Distribution and Accounting do not compromise 

segregation of duties, such as branch cash handling. 

EVALUATION OF EFFECTIVENESS 

We will continue to evaluate as changes are made. We will determine the need for more staff time for 
either the Distribution Assistant or Distribution Aides by year-end.  

Measurements of success: 

• Minimal amount of backlogs in delivery processing workflow. 
• Distribution staff adequately trained as demonstrated by minimal processing errors.  
• Vacancies filled in a timely manner. 
• Accounting Coordinator filling substitute driving shifts no more than 1-2 times per month. 
• Strengthened interdepartmental communication between impacted departments. 
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DISTRIBUTION ASSISTANT 

 
Department:  GRRL/Distribution Services Pay Grade: 16 
Reports To:   Accounting Coordinator FLSA Status: Non-Exempt 
Union: Union 

 
  

Date Approved:    
Date of Last Revision:       
 
 
JOB SUMMARY 
Under the direction of the Accounting Coordinator, the Distribution Assistant oversees the work flow 
and direction of Distribution Aides and assists the Accounting Coordinator with the efficient operation of 
the Distribution Department. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
The following are the regular duties for this position.  These duties are not to be construed as 
exclusive or all-inclusive.  Other duties may be required and assigned.   
 
1. Performs job duties of Distribution Aide on a regular basis.   
2. Directs the work of Distribution Aides and volunteers to assure timely and accurate deliveries. 
3. Maintains a high level of library services by training and coaching Distribution Aides in consultation 

with the Accounting Coordinator.   
4. Completes Employee Performance Reviews for Distribution Aides subject to approval of the 

Accounting Coordinator. 
5. Participates on interview panels with the Accounting Coordinator to interview applicants for 

department openings and provides input into the recommendation for hire. 
6. Coordinates preparation and pick up of discarded library materials. 
7. Monitors the daily delivery load and makes adjustments as necessary. 
8. Ensures that weeding and mending materials are accurately checked in and distributed in a timely 

manner.   
9. Responds to staff inquiries regarding delivery of materials. 
10. Coordinates the replenishment of delivery bags to branches. 
11. Coordinates the distribution of materials for alternative services.   
12. Oversees the safe and efficient operation of the department in the absence of the Accounting 

Coordinator.     
13. Bring issues related to the department to the attention of the Accounting Coordinator and provides 

suggestions for improvement. 
14. Makes deliveries on an occasional basis. 
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MINIMUM QUALIFICATIONS 
 
Education and Experience: 
• High School Diploma  
• 2 years of library or related work experience 

 
 
Required Knowledge, Skills and Abilities: 
• Ability to work independently 
• Effective communication skills, verbally and in writing 
• Basic proficiency with computers 
• Ability to train and direct staff 
• Possession of a valid driver’s license and satisfactory driving record 
• Completion of and adherence to GRRL’s Fleet Safety Program 

 
Complexity of Work: Routine 
 
Budget Responsibility: None 
 
Supervisory Responsibility: Directs the work of Distribution Aides and volunteers 
 
Scope of Relationships (internal): Contact with staff for informational purposes 
 
Scope of Relationships (external): Minimal external contacts 
 
ACKNOWLEDGEMENT 

This position description does not constitute an employment agreement between GRRL and the 
employee and is subject to change by GRRL as the needs of GRRL and requirements of the job change.  
 
GRRL is an Equal Opportunity Employer in compliance with the Americans with Disabilities Act. GRRL will 
provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective and current employees to discuss potential accommodations with GRRL. 

Employee signature below indicates employee's understanding of the duties and requirements of the 
position. 

 

Employee_____________________________________________ Date___________________ 
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PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of the job. Work 
is performed primarily in the distribution work area and loading dock.  
 
N=Not at all; O=Occasionally (under 1/3); F=Frequently (1/3 to 2/3); C=Continuously (over 2/3) 

PHYSICAL DEMANDS N O F C Description 

Repetitive use of hands   X  Sorting materials 

Looking at computer screen  X    
Reaching in any direction   X  Packing/unpacking 
Kneel/Crouch/Crawl  X   In van when packing/unpacking 
Bend/Stoop/Squat  X   Move bags and carts 
Balance X     
Push/Pull/Twist   X  Move carts/pack bags 
Climb heights/ladder X     
Sit  X    
Stand    X  
Walk   X   
Lift 1-10 lbs   X  Books/bags 

 
11-19 lbs   X  Books/bags 

20-49 lbs   X  Books/bags 
50+ lbs  X    

Carry 1-10 lbs   X  Bags to/from Cart 

 
11-19 lbs   X  Bags to/from Cart 
20-49 lbs   X  Bags to/from Cart 
50+ lbs  X    

 

WORK ENVIRONMENT Yes No Comments 

Working on unprotected heights         

Working near moving equipment   Dock lift and delivery vehicles 

Exposure to temperature extremes   Delivery dock 

Driving automotive equipment    

Exposure to dust, fumes and gases   Delivery dock 

Working in restricted spaces   Loading/unloading van 
Exposure to elevated noise levels for 
extended periods of time         

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery   General office equipment  
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