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Library Department Head









 Head of Youth Services
Department: Youth Services



Supervisor: Reports to Library Director
   Level Five-Department Head



Schedule: Varies; Include some evenings & weekends
Full Time





Non-Exempt/Hourly

Salary: Subject to Education & Experience 


Date Written/Revised: August 2015
Job Responsibilities:  

The Head of Youth Services responsibilities include providing services and programs to children, parents, educators and caregivers throughout the service area. They carry out duties and responsibilities in accordance with established routines, policies and procedures. Incumbent is required to attend continuing education opportunities to stay current in the field. Incumbent must acquire knowledge, skills and abilities to work effectively with the community.
Principle Duties:
· Ensures the efficient, effective delivery of services to children, parents, educators and caregivers
· Serves patrons in a courteous, business-like manner.
· Encourages reading and use of the library both within and outside the library.
· Participates in the development of children’s material collections for the library and supervise the ordering, cataloging, processing, and eventual discarding of materials for the children’s area.

· Provide reading lists, reference services, and readers advisory to preschool, elementary, middle, and high school students, as well as parents and educators.
· Recruitment of Children’s Services staff including coordinating scheduling, training, and supervision.
· Plans, develops and organizes age appropriate, programs and services for infants thru pre-teens.  This also includes the physical aspects of library services and facilities.
· Plan, prepare, and conduct programs that promote reading and library use through visits to schools and, summer reading programs, public speaking and in-house programs.
· Publicizes programs utilizing Facebook, radio, cable TV, newspapers,  posters and displays.
· Serves as a liaison with the schools, with special emphasis on elementary aged children; including visits to the schools and library instruction in the library for school classes. 
· Plan, supervise, and coordinate the activities of the Children’s Services Department; develop the reference collection and other materials to meet the needs of the public; assists in formulating policies regarding youth services and information organization and services; aids the staff and the public with special or difficult reference problems and questions.
· Assist the public in making the most effective use of the library facilities: answers questions, conducts reference work in the children’s area of the library. 
· Compile bibliographies and updates the children’s section of the library web page.
· Identifies educational and recreational needs of children and parents/caregivers in the community; plans and provides services to meet these needs.
· Maintains an awareness of current library issues and trends affecting children’s services; reads professional literature and attends conferences and related workshops.
· May initiate the writing and administration of special grant projects and outside funding.
· Performs related work and desk duties as required.
Knowledge and Abilities:
· Knowledge of:
· Library principles, methods, materials and practices and ability to interpret such to the general public.
· Current trends in materials selection procedures.
· Library reference materials and tools of research.
· A variety of books and authors, and of reader interest levels, especially children’s materials.
· Ability to:
· Communicate effectively, both orally and in writing.
· Maintain composure in stressful work situation.
· Deal tactfully and courteously with the public; and to establish and maintain effective working relationships with the general public as well as co-workers.
· Requires physical agility and strength to bend, reach, lift and carry 25+ lbs up to 5% of the time and extensive use of a computer terminal.
· General computer skills and knowledge of the Internet.
· Valid Ohio Drivers’ License and clean drivers’ abstract.
Education/Certification/Demonstrated Skill Requirements:
· Bachelor’s Degree in an appropriate field centering on children or an equivalent level of knowledge, skills, non-degree education and experience working with children will also be considered.
· Children’s programming experience and in-depth knowledge of children’s literature is highly desirable.
Working Conditions:
· Climate controlled environment

The above declarations are not intended to be an all-inclusive list of the duties and responsibilities of the job described, nor are they intended to be such a listing of the skills and abilities required to do the job.  Rather, they are intended only to describe the general nature of the job.
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