CITY OF ELKHORN

POSITION TITLE: Adult Services Librarian
FLSA:
Exempt

DEPARTMENT: Library


REPORTS TO:
Library Director

UNION AFFILIATION: N/A 


DATE:
March, 2014
Purpose of Position
Under the direct supervision of the Library Director, the Adult Services Librarian is responsible for basic reference duties, shared collection development/ materials selection, and adult programming.  This position also manages marketing and public relations for the library, including the library’s newsletter, website and Facebook page, training and supervision of the Reference staff, and additional duties as required or assigned.     
Essential Duties and Responsibilities
· Maintains a regular schedule at the Information Desk, answering the telephone and responding to all questions from patrons of all ages.
· Provides Reader’s Advisory service and in-depth reference and information services to library patrons.

· Assists patrons with basic use of the Internet, word processing and other electronic resources.
· Assists patrons with use of our print release station, copier, microfilm machine and other library equipment. 
· Develops and implements programs for adult patrons designed to promote the library collections, such as a book discussion group, computer and technology training, author visits, using library databases and resources, etc.

· Uses review journals and other sources to select materials to be added to assigned
collection area.
· Assists with weeding the non-fiction and reference collections.
· Assists Library Director and Youth Services Librarian in creating a Marketing and PR plan to promote library use, programs and special events. 
· Writes press releases for local newspapers, updates library web page and Facebook account and serves as liaison to local media regarding adult programming.
· Publishes a bi-monthly newsletter, develops brochures, flyers, and displays to promote library collections, services and programs. 
· Provides instruction in the use of the online library catalog and other tools.
· Represents the library at community activities as assigned. 
· Assists the Library Director in hiring and training the Reference Associate. 

· Supervises Reference staff and conducts their performance review/evaluation. 

Minimum Training and Experience Required to Perform Essential Job Functions

Education and Experience
· Master’s degree in Library Science from an American Library Association accredited institution preferred. Equivalent education and experience may be considered. 
· One or more years of experience in public libraries or in a service institution with 


comparable demands and responsibilities.
Knowledge, Skills and Abilities
· Ability to effectively communicate ideas and information in oral and written form; excellent interpersonal skills. An approachable, friendly and helpful manner is mandatory. 
· Ability to plan, organize and carry out a program for adult library services.
· Knowledge of computer operations, searching skills, ability to use computer software, and troubleshoot basic computer problems. Familiarity with Microsoft Office Suite, WisCat, Sirsi/Dynix, Overdrive/Wisconsin’s Digital Library, WordPress or comparable content management system.
· Knowledge of public library philosophy, principles, and procedures which will 

allow sound decision making when faced with a wide range of circumstances.

· Ability to supervise staff and delegate responsibility in an effective manner.
· Ability to analyze statistical and financial information, write a monthly report and gather monthly and annual statistics.

· Ability to understand and enforce library policies and procedures. 

· Ability to assist patrons in locating and retrieving information and materials in a variety of formats by title, author, subject, or topic.

· Ability to develop and maintain a positive working relationship with co-workers and library patrons.  

· Ability to read and comprehend information including technical, statistical, and financial information.

· Skills in problem-solving and developing feasible, realistic solutions to problems; recommend actions designed to prevent problems; refer problems to the Library Director when necessary.

· Time management skills; ability to set priorities and meet assigned deadlines.
Tools and Equipment Used

· Ability to use office equipment including computers, telephone systems, fax machine, microfilm machine, copier and scanner. 

Physical Demands of Position
· Sitting, standing, kneeling, climbing, and walking.
· Bending, twisting and reaching.
· Talking and hearing: using the telephone. 

· Lifting and carrying up to 50 pounds.

· Pushing and pulling objects weighing up to 200-300 pounds on wheeled cart.

· Handling, fingering, writing, and keyboarding skills.

· Vision:  Far vision at 20 feet or further; near vision at 20 inches or less.
Work Environment
· Indoor work environment.

· Ability to work within a confidential environment.

· Flexible work hours requiring daytime, evening and weekend hours.

The Matheson Memorial Library is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective employees and incumbents to discuss potential accommodations with the employer.
