The Public Library of Youngstown and Mahoning County

Job Description

Collection Access Manager

Position: 

Collection Access Manager
Description:

The Public Library of Youngstown and Mahoning County (PLYMC) is seeking an innovative and knowledgeable individual to lead the newly formed Collection Access Department.  This area of the Library oversees both the physical and digital collection to ensure that Mahoning County residents are able to access the collection that they want and need, while keeping an eye on the fiscal stewardship that is the backbone of the institution.  PLYMC is a county library system with 15 locations.  Its newly adopted strategic plan, My Library 2020, includes an emphasis on developing fresher, more dynamic collections for the system including a larger, but more targeted selection of materials as well as shorter wait times for customers and a re-emphasis on the Main Library collection.  
As part of PLYMC’s Public Services Team, the Collection Access Manager has oversight of the materials- physical and digital- that the Library provides for its users, from selection and acquisition through processing and collection maintenance.  This position ensures that the Library’s strategic goals for collections and spaces are met, and utilizes data and trends to ensure a highly utilized collection.
This position is responsible for working with the Public Services Team and front line staff to achieve these goals, as well as selecting and overseeing the ordering of physical and digital collections for all 15 locations, Special Delivery and the Pop-Up Library.  The ability to analyze and respond to data and community trends in order to make the best purchasing decisions is required.  The position maintains and manages vendor relationships.  In addition, the position is required to respond to customer inquiries and concerns when appropriate or when assigned.  As a member of administration, the Collection Access Manager is required to participate in system-wide planning, and to work well with other Library departments to accomplish goals.  

The Collection Access department is a newly formed unit in PLYMC, and the Manager will have oversight of the Technical Services department (which includes Search Ohio and Ohio Link) and direct supervision of the Adult Specialist position.  Supervisory and departmental management skills are required. 

Routine Responsibilities:
· Utilizing sound analytical methods and data, develops a collection plan for the entire system. 

· Tracks and analyzes data and trends through various statistics, programs, and software in order to understand community and user trends and needs, so that the correct items are purchased in the correct amount. Maintains statistics (such as circulation statistics) that are needed for system wide analysis.  
· Working with public services staff, selects materials for all branches in adult areas, both circulating and non-circulating, to ensure excellence in collections at all locations.  Works with the Youth Services staff (Youth Services and Programming Director, Youth Specialist, Teen Assistant Specialist, Educational Initiatives Assistant Specialist, Community Engagement Assistant Specialist. etc.) to ensure a strong collection and timely ordering for all youth collections and kits. 
· Forms and meets with a collection committee to ensure front line staff have input in the collection choices. Works with front line staff on duplicate and replacement orders. 

· Curates the digital collection through Overdrive, Hoopla, and other vendors.  Assists with maintaining vendor relations.

· Works with Special Delivery and Pop-Up Library to ensure that these departments have the correct materials to deliver their services to the community.    

· Directs the orientation, training, and performance evaluation for all direct reports: Technical Services Supervisor and Adult Specialist. 

· Oversees Search Ohio and Ohio Link, and attends state-wide meetings on behalf of the Director and Library.  

· Conducts site visits at each location to assist with collection maintenance.  Consults with locations on issues such as weeding, shifting, displays etc. 

·  Evaluates efficiency and flow of technical services, and works with Technical Services Supervisor to make recommendations for procedural or staffing changes.  
· Ensures that the strategic goals of PLYMC are being met, and evaluates, measures, and communicates outcomes and success.  

· Engages staff in strong awareness and marketing campaigns aimed at increasing usage of the collection, working with the Communications and Marketing Director when needed to ensure that the collections – both physical and digital- are highly visible to the public.

· Works closely with the Readers’ Services Supervisor on digital readers’ advisory efforts, including Book Letters and other technology initiatives.  Works closely with the Readers’ Services and Information Services Supervisors on the Main Library collection.
· Participates in Public Services Team, Administration, and Labor Management meetings as required. 

· Makes budget allocation and strategic recommendations to the Deputy Director, and prepares reports as requested.

· In conjunction with the Public Services team, creates and implements policies and procedures that impact the collection, from collection development to circulation policies.  

· In conjunction with the Public Services Team, answers customer concerns and general comments in regard to their accounts and in regard to the collections. 

· Pursues ongoing professional development opportunities and assists with staff development. 

· Other duties as assigned.

Required Experience:
· A minimum of 2 years working in a public library position that has system wide responsibilities preferred.

· A minimum of 2 years of supervisory experience.

· A minimum of 3 years of experience in a collection development capacity preferred, and strong familiarity with vendors, resources, and analyzing data sources to make collection decisions required.

· Experience working with technical services processes, including acquisition and processing, ordering, receiving, working with invoices and vendors, and familiarity with MARC records, metadata and cataloging.  
· Familiarity with Innovative Interfaces preferred. 
Required Education:

· Master’s Degree in Library Science from an ALA Accredited University.
Core Behavioral Attributes:

The Public Library of Youngstown and Mahoning County connects people and communities to reliable resources that inspire learning and foster enrichment. The Library is a center of community life that provides all residents, regardless of income, age, or race with ample opportunities for personal growth and satisfying recreation. 

Our employees actively support the mission, vision, core values and initiatives of the library (available at www.libraryvisit.org), exhibiting a commitment to:

· Providing free and equal access to all library resources

· Protecting customers’ privacy and confidentiality 

· Valuing diversity by providing a full spectrum of resources and services to the community

· Promoting education and lifelong learning

· Upholding the principles of intellectual freedom

· Demonstrating professionalism at all times and providing excellence in service, including providing a warm, welcoming environment for all customers

· Supporting the library’s efforts as a socially responsible community institution 

· Maintaining, encouraging and assuring a positive working environment in which all staff members are treated with dignity and respect

Additional attributes needed for this position include:

· Flexibility

· Innovation

· Ability to work as part of a high functioning team
This job description is not intended to be a complete list of all responsibilities, duties or skills required for the job and is subject to review and change at any time, with or without notice, in accordance with the needs of the Public Library of Youngstown & Mahoning County.  Since no job description can detail all the duties and responsibilities that may be required from time to time in the performance of a job, duties and responsibilities that may be inherent in a job, reasonably required for its performance, or required due to the changing nature of the job shall also be considered part of the jobholder’s responsibility.

