POSITION:  
CHILDREN’S PROGRAMMING SPECIALIST 2 (FULL TIME position at 35 hours per week) 
(Revised 6/12/2012)
Schedule:   
               Monday, Wednesday, Thursday, And Friday:  9:00am-5:00pm.

                                            Tuesday, 12:00noon-8pm.  

                                            Schedule includes a rotation of Saturdays, 9am-5:00pm (Once every 3 to 4 weeks)
                                            Regular operating hours of the library are 9am to 8pm, Monday through
                                            Thursday.  10am to 5pm, Friday and Saturday.  Evenings and weekends are
                                            required.  Hours are subject to change by supervisor.  Sunday hours are a possibility 

                                            in the future.
Responsibilities:  
Perform Children’s Circulation Desk functions using an automated circulation system. Work with the Head of Children’s to create, plan, and implement programs for juvenile patrons.   Specifically responsible for planning and performing all Pre-School duties, including Storytimes, School Visits, and book deliveries.
Required:
              Minimum of Associate’s Degree or comparable work experience is required.
                                           Must have a proven knowledge of children’s literature.
                                           Must be very customer-service oriented.

                                           Ability to work with children of all ages, with special consideration for children ages 2-5.
                                           Ability to work with groups of children in a friendly but orderly way.
Ability to learn automated catalog system, library policies and procedures.



Ability to create a friendly & pleasant impression of the library.

Flexibility to deal with multiple, unexpected tasks and patrons simultaneously.

Ability to meet deadlines.

Ability to follow written and oral instructions.

Ability to maintain confidentiality of patron records/reference interviews.

Ability to make sound judgments/decisions.

Ability to bend, stoop, & lift materials.
                                            Basic typing and computer skills, including Microsoft Word, Publisher, and Excel. 

                                            Experience with social media, Pinterest, and E Readers is highly desirable.
Basic Duties:

Performs all circulation desk duties using computerized system.
                                            Know and perform shelving duties as needed.
                                            Perform basic children’s reference.

Program Duties:               Assist with planning promoting various programming events in the Children’s 

                                            Department.

                                            Prepare and perform all preschool programming including in-house storytimes, outreach 

                                            visits, and preschool field trips.
Miscellaneous Duties:       Pull teacher loans as needed.

                                            Pull and deliver teacher loan collections to preschools.

                                            Assist patrons with basic computer skills

                                            Participate in community events as needed (Canal Days, Applefest, etc.)
                                            Publicity duties, including newsletter information for the children’s department and 

                                            press releases for children’s events.

                                            Post titles for bookletter publication.

                                            Attend workshops and continuing education as needed.

Other Duties as Assigned by Supervisor.

Pay:                                     Depending on education and experience:  $10-$11.50/hour.

Deadline:                            Applications will be accepted through August 15.  The target start date is September 1.
