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Position:   Technical Services Supervisor
Reports to:  Associate Director of Collection Services
Supervises:   Technical Services Staff
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Job Summary
Under the supervision of the Associate Director of Collection Services, supervises the day-to-day operations of the Technical Services Department including acquisitions, cataloging, database maintenance, materials processing and repair.
Duties and Responsibilities


1. Supervises the day-to-day operations of the Technical Services Department including acquisitions, cataloging, database maintenance, materials processing and repair.  
2. Plans and coordinates activities in the Technical Services Department.  Works with Associate Director of Collection Services to review procedures and policies to ensure efficiency and best practices are used.

3. Hires, trains, supervises, directs, evaluates, and schedules Technical Service employees.  Coordinates staff meetings.
4. Under the direction of the Associate Director of Collection Services and Finance Director, the Technical Services Supervisor works with vendors to provide the best sources for materials, analyzes budgetary needs and monitors expenses.
5. Prepares statistics for Library Director and other members of the Management Team.

6. Creates, reviews and edits bibliographic records.  Provides original and copy cataloging, assigns subject headings and provides call numbers for all formats using Library of Congress subject headings, Dewey Decimal classification, online subject and name authority files, and other internal classification systems.  
7. Assists Technical Services Assistants with classifying material.  

8. Maintains statistics as needed for the department. 

9. Performs database maintenance.
10. Works with Associate Director of Collection Services to coordinate end-of-year closing.
11. Works with public service staff on issues that affect patrons.

12. Other duties as assigned.
The above statements are intended to describe the general nature and level of work being performed by people assigned this classification.  They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.
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Job Requirements
· Possession of a Master’s Degree (or its equivalent) in Library Science from an ALA accredited institution.
· Possession of a Librarians’ Permanent Professional Certificate issued by the Library of Michigan.
· A minimum of 3 years previous supervisory/management experience.

· A minimum of 2 years of satisfactory experience in a public library, including managing the operation of library technical services.  
· Experience with library automation systems, III (Sierra) preferred. Experience with SkyRiver preferred. 
· A minimum of 1-2 years of Cataloging experience.  Experience working with vendors and acquisitions preferred. 
·  Experience working with public services staff
· Knowledge and experience in budget management.

· Ability to initiate ideas for the improvement of departmental services and functions.

· An understanding of and an interest in the mission of public libraries.
· Successful completion of one year probationary period.
· Physical ability to perform the essential functions of the job with or without accommodations.
· Must have reliable transportation and an acceptable driving record.  Must maintain acceptable level of insurance coverage.
· Effective written and oral communication skills.

· Ability to work independently on projects.

· Ability to establish and maintain an effective working relationship with co-workers, vendors, and the public.

· Ability to conduct oneself with tact and courtesy.
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