
Children’s Department Task Flow Chart 

 
 

Done! 

D
o

n
e!

 

Always: Help patrons! Answer phone, keep an eye on the desk, walk around to check on patrons 

and become aware of what’s going on! 

 

 Are there more than 

two carts of books? 

#1 Please shelve 

until there are 2 

carts or less 

Anything need to be 

picked up? (Craft room? 

Picturebook area?) 

Done! 

#2 Please pick up! (Or 

convince children to 

with sticker bribe) 

Do you have 

unfinished tasks 

on your Chart O’ 

Responsibility?  

 

#3 Complete your 

tasks on chart and 

normal 

responsibilities!  

(storytime, 

bookgroup, check 

your e-mail,  etc) 

#4 Please update 

the posters and 

print calendars! 

 

Are all of the posters in the 

room up-to-date? And 

plenty of calendars printed? 

Is the paging 

list done?  

Done! 

#5  Please pull the paging 

list, check in books,  take 

books to circ, and leave 

the finished list on 

Becky’s desk  

Yes!  

Any special 

projects on 

the closet 

door?  

#7 Work ahead on 

your normal 

responsibilities 

(and/or chart), ask a 

co-worker if they 

need help, shelve, 

shelf read, clean!  

 

#6 

Please 

do the 

projects 

Yes

!  
No! 


