	MASSILLON PUBLIC LIBRARY                                    INTERNAL/PUBLIC  POSITION ADVERTISEMENT                                                    

	CHILDREN’S PROGRAMMING SPECIALIST - Two part-time positions to split up to 30 hours per week    
NON-EXEMPT, HOURLY
              

	APPLICATION DEADLINE:  July 5, 2011

	APPLICATION PROCEDURE:  
Submit completed Application form to:
     Human Resources Department

     Massillon Public Library

     208 Lincoln Way East

     Massillon OH  44646
The Library’s Application form is available online at www.massillonlibrary.org/hr 
at the Main and branch locations, and on the library’s bookmobile.



	RATE OF PAY:  $10.72/hour (or) $11.41/hour, dependent on qualifications.  

Probationary rate is 5% less than Regular rate.

PROBATIONARY PERIOD:  Up to twelve (12) weeks.  Improvement must be shown throughout training for continued employment through full twelve (12) week period.

WORK SCHEDULE:  To be determined by the Manager.
During the school year, if the library is open on Sundays, employee will be required to participate in Sunday work rotation at the Main Library; probable hours 12:45 p.m. to 5:00 p.m. Sunday hours are additional work time.



	BENEFITS:
OPERS (Ohio Public Employees Retirement System)  Employer contribution is 14% and Employee contribution is 10% toward Employee OPERS retirement account.

LEAVE TIME -  Employee will begin to earn Sick Leave from first day of employment.  Successful completion of probationary period required before leave is available for use by employee.  

	QUALIFICATIONS:

High school diploma/GED with one (1) year of experience working with children, especially developing and presenting programs.  Public library experience preferred.  Story telling experience a plus. 
Must be creative and enjoy working with children. 

Must have valid driver’s license, good driving record and proof of auto liability insurance.

Must pass a criminal background check and a motor vehicle records check

	REQUIRED KNOWLEDGE, SKILLS, and ABILITIES:

Extensive knowledge of significant children’s authors and books.

Broad knowledge of programming techniques.

Working knowledge of the developmental characteristics of children at various ages and stages.  

Knowledge of current trends of children’s interests in music, sports, entertainment and fashions.

Experience with online catalogs and Internet search tools.

Good command of the English language including excellent reading, oral and written communication skills.

Excellent organizational skills; basic computer/word processing and Internet/e-mail skills.

Consistently present Massillon Public Library and its services in a positive manner.

Follow library’s written general and department-specific standards, and personnel policies.

Meet regular work attendance requirements; meet deadlines and follow directions.
Attend meetings and workshops appropriate to position.

Be flexible and resilient; respond to unscheduled demands.

Relate to and meet the special service needs of children.

Deal effectively with the general public.

Work effectively as a team member.

Work effectively under pressure.

Perform clerical tasks relevant to position.

Work independently and make sound decisions.

Handle physical aspects of position which include, but are not limited to:  standing, moving, sitting, manual dexterity required for computer work, physical agility necessary to present children’s programs, climbing/descending steps, and lifting up to 35 lbs.  Ability to push/pull loaded carts.



	ESSENTIAL FUNCTIONS:

Develops, presents, implements and evaluates age-appropriate programs for preschoolers, elementary school children, and adults, at regular work site and off-site locations.

Works with department head to plan Summer Reading Club programs.

Keeps current on popular children’s literature.  

Provides reference and reader’s advisory service to children and adults. 

Provides public service at the department’s circulation desk on a regular basis. 

Provides basic computer instruction to patrons.  

Assists with opening and closing of department/building.  

Prepares print and online bibliographies.

Prepares text for program publicity and follow-up reports.

Selects and prepares age-appropriate materials for teacher collections.

Works with other Children’s Services staff to develop and implement creative, collaborative and captivating collections, programs, and services for children and their caregivers. 

	OTHER DUTIES:

Participates in weeding projects.

Assists with book displays.  

Attends department and general staff meetings, and appropriate workshops, as required.

Performs other duties as assigned by supervisor.


Equal  Opportunity Employer
