RITTER PUBLIC LIBRARY

JOB DESCRIPTION
JOB TITLE: 


     Adult Services Manager
DEPARTMENT:

     Information, Programming / Adult Services
SUPERVISOR:

                    Director





Supervises:

                    Reference Associates, Volunteers





JOB CLASSIFICATION:
                 Exempt
HOURS:                                           Salaried, Full Time (40hrs. /wk) day, evening and weekend
JOB REQUIREMENTS:

Education 

Master’s degree in library/information science from an American Library Association accredited 

     
institution and a minimum of three (3) years library experience with progressive levels of responsibility 
                including supervisory duties. 
Knowledge and Skills

Ohio Library Council’s Core Competencies for Library Staff*,  with emphasis on Core Competencies for Adult Services*, and Core Competencies for Managers*,  library core values*,  library goals and objectives,* library policies and procedures,* library science and technology, Dewey Decimal Classification System, integrated library systems, electronic resources, information and research techniques, wide range of books and authors, available community resources,* supervisory methods,  computer software and programs, including MS Office Suite, OAPSE contract*

*May be acquired after hire

Working Conditions
Works primarily inside the library. Lifting, moving, shelving of books and other light materials, operating various types of office equipment.  Required to attend meetings and training sessions outside the library.

Job Description Summary:
Ritter Public Library will provide for the educational, informational and recreational needs of the community. Under general direction, the Adult Services Librarian supports this mission by providing reference services to customers, maintaining reference and electronic resources, supervising department employees, coordinating adult programming, performing other duties as assigned.  The position requites a high degree of independent initiative as well as collaboration with department staff and other departments.
Job Responsibilities and Behaviors:
Collection development: 

· Choose between new sources and or technologies for budget management

· Knowledge of weeding procedures

· Ability to identify customer requests, needs, currently and in the future

· Ability to market materials for customer convenience; developing one on one or programs to initiate use by customers (downloading eBooks)
 Reference/Information/Programming:
· Provides reference and information services to customers (in person, via phone, email or other electronic communication) using available print and electronic resources
· Selects and maintains adult print reference collection
· Participates with other Clevnet members in the select ion of electronic databases for the Clevnet consortium
· Investigates and initiates requests for new electronic resources for consideration/purchase
· Performs integrated Reader’s Advisory services, recommending appropriate materials to customers
· Assists customers in developing basic research skills
· Assists customers using library equipment
· Keeps current with library literature and trends
· Coordinates adult programming (investigates opportunities/local interests, books, speakers)
· Maintains online calendar, booking groups for meeting room spaces
· Coordinates book discussion groups/discussion leader(s)
· Leads staff in development of customer based programming, 

· Works with other libraries to develop and coordinate programming 

Management:

· Participates in strategic planning process, utilizing knowledge of customer /community needs to provide current, useful access to information and services 

· Compiles monthly staff schedule
· Includes performance management, coaching and staff development, supervision, recruitment, interviewing and selecting of applicants with Director. The ability to attract, retain, and motivate staff to work towards shared goals and objectives; coach, direct and supervise employees in the most effective manner; and manage the performance of staff in order to achieve the goals of the department/library.
· Knowledge of employment laws and regulations that impact hiring

· Ability to interview candidates, analyze their potential effectiveness and make sound hiring decisions

· Sets and strives for continuously higher standards of performance

· Ability to analyze training needs and implement programs to improve performance 

· Knowledge of library policies and procedures related to supervision

· Provide opportunities for and encourage participation in staff development

· Demonstrated interpersonal skills to direct the work of subordinate employees

· Knowledge of the principles and practice of supervision

· Ability to delegate effectively
  Customer Service: 

· Ensures provision of polite, attentive, customer service to all ages using library services.  Models and reinforces excellent customer service skills.  Refers customer suggestions and complaints that cannot be addressed to the Director.  Explains library policies and overall service philosophy to concerned customers.  Refers incidents when appropriate and necessary, using good judgment about when to refer a question to another individual or department for better customer service or a more complete and accurate answer.  Recommends policies and procedures that support superior customer service.  Is observant at all times of the safety and security of the facility and the people in it and makes recommendations or takes actions accordingly to ensure a safe, secure environment of everyone.

Communication, Teamwork and Networking:

· Works and serves as a positive part of a team-oriented work environment 

· Communicates effectively with coworkers and other departments; assisting Director in all aspects, understanding, performing and conveying the library’s mission roles  to the community

· Keeps informed of, and conveys library activities and policies by attending planning and department meetings, participating in workshops, or training offerings when appropriate and as requested or required.
Reader’s Advisory:

· As appropriate, works with staff to create bibliographies, book-talks, displays, electronic documents, and other special tools to increase access and awareness of library resources, promoting their use.

· Keeps up to date on what is current and popular with customers

· Effectively uses online and print reader’s advisory resources

· Elicits information from the reader and bases recommendations on reader’s interests and desires

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 Ritter Public Library. Since no job description can detail all 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 will also be considered part of the job holder’s responsibility.

Any individual who poses a direct threat to the health and safety of herself/himself or others in the workplace will be deemed not qualified for this position.

I have read this job description and discussed it with my supervisor.

______________________________                                                                 ____________________
Employee 





                    Date

_____________________________                                                                   ____________________

Supervisor                   



                                    Date

1/17
2

