POSITION DESCRIPTIONPRIVATE 

Class Title:  Programing Librarian          

Department:  Library



Union:  N/A

Date:  January 2024



Location:  Library

GENERAL PURPOSE   
Under the direct supervision of the Head Librarian, performs a variety of tasks to serve the public.  Assists the public with material selection.  Job requires a working knowledge of library policies and procedures, and general office practices.

SUPERVISION RECEIVED 
Work under the direct supervision of the Head Librarian.
SUPERVISION EXERCISED
May supervise volunteers and work study students.
ESSENTIAL DUTIES AND RESPONSIBILITIES
· Perform Circulation Desk duties as assigned: interacting with and assisting patrons in a pleasant manner, checking material in and out, renewing items, placing items on reserve and on hold, creating and updating new patron library accounts, receiving payment for overdue fines and making change, etc.

· Assist users with reference and research needs as needed
· Assist users with library computers and Wi-Fi, and affiliated applications such as Overdrive Libby

· Maintain and facilitate existing programs, ensuring that they meet the needs and interests of the community
· Develop, initiate, and implement evidence-based programs
· Research and contact potential program presenters and performers

· Assist in seeking partnerships with local agencies, businesses, and organizations

· Coordinate programs to support library initiative and community events

· Lead and/or supervise in-house programs and activities

· Prepare promotional materials and publicity announcements for library services, events, and programs

· Work with other library staff and volunteers to disseminate promotional materials through a range of outreach and marketing methods, including approved social media

· Perform outreach and positive promotion of the library to the community, including visits to local daycares, preschools, and schools to promote library programs and services.

· Maintain inventory of craft supplies and other resources needed for programs.

· Assist Director with summer reading program and associated events and initiatives.

· Help Director with collection maintenance and development
· Perform varied clerical and secretarial duties: typing, filing, faxing, answering phone calls, photocopying, etc. Assists in shelving library materials.

· Must have ability to understand and enforce all library policies and procedures.

· Assist in keeping workspace, library, and computers tidy and perform simple dusting of surfaces while shelving.
· Attend and participate in continuing educational programs designed to keep one aware of changes in the profession.

PERIPHERAL DUTIES
Perform other duties as required by the Head Librarian and the City Manager.

DESIRED MINIMUM QUALIFICATIONS
Education and Experience: 

· Graduation from a high school or GED equivalent.
Necessary Knowledge, Skills and Abilities:

· Ability to maintain strict confidentiality; use appropriate judgment handling information and records.
· Ability to work accurately with attention to detail.
· Excellent organizational skills; ability to arrange items in alphanumeric and/or subject order.
· Must be willing and able to be flexible in schedule and duties as directed.
· Excellent communication, and interpersonal skills; excellent computer skills; working knowledge of the Internet; strong problem-solving abilities.
· Ability to work independently and collaboratively in a busy environment.
· Strong public services orientation.
· Strong time management skills.

· Knowledge of recreational and education needs and interests of the community. Ability to use this information to determine library programming and service needs.

· Ability to adapt to multiple demands and changing priorities. Willingness to learn new methods and ideas.

· Interest in and aptitude for learning new computer software, troubleshooting, and exploring new technologies.
· Ability to accept direction from supervisors.
· Experience with word processing and spreadsheets is preferred.
SPECIAL REQUIREMENTS
Hold or be eligible for State of Michigan Level 4 Certification (Certificate of Library Experience) or higher level of certification. 

ADDITIONAL DESIRABLE QUALIFICATIONS
Education and Experience:

· Bachelor’s degree from a college or university accredited by a regional accrediting body.

· Experience working in a library.

· Experience in event planning or a related field. Education, youth programming, senior programming, public relations, marketing, and nonprofit program development are some examples of previous desirable roles.
Desired Knowledge, Skills, and Abilities:

· Experience with graphic design tools is preferred.
· Experience with library reference and research practices preferred.
· Outgoing, creative and energetic personality a plus.
· A passion for library service and community engagement

· A passion for serving a particular demographic of the community (elders, young children, teens, young professionals)
· Ability to source reliable transportation when travel is needed locally.
TOOLS AND EQUIPMENT USED
Telephone; personal computer and computer programs; copy machine; fax machine; calculator; microfilm/fiche machine; CD-ROM equipment; projector; Kindle and other electronic reading devices.

PHYSICAL DEMANDS
•
Sitting, standing, walking, climbing, stooping, bending, twisting, and reaching.

•
Talking and hearing; use of the telephone.

•
Lifting and carrying: 25 pounds or less.

•
Handling: processing, picking up and shelving books.

•
Typing, writing, filing, sorting, shelving, and processing.

•
Ability to use a computer for long periods of time.
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually quiet.                        

SELECTION GUIDELINES 
Formal application, rating of education and experience; oral interview and reference check; job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 
Approval: ______________________




City Manager

Effective Date:  January 22, 2024 
