THE GARNET A. WILSON

PUBLIC LIBRARY OF PIKE COUNTY

JOB DESCRIPTION

Automation Services Coordinator

MINIMUM QUALIFICATIONS

· CompTIA Certification or equal certifications/degrees in Information Technology
· Demonstrated knowledge of computers, both hardware and software

· Willingness to work evenings and weekends with infrequent absence
· Willingness to work more than 8-hour day and 40-hour week when required

· Excellent interpersonal skills

· Valid driver’s license, access to reliable transportation, and willingness to travel within the county as needed
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

· Ability to communicate well, both orally and in writing

· Demonstrated skill in computer hardware and software applications

· Ability to work independently and with others

· Current knowledge of computer systems and networks

· Knowledge of network operating systems and associated hardware

· Demonstrated ability to initiate, develop, and implement information system projects.

· Ability and willingness to follow established routines and procedures and adapt to new ones

· Knowledge of multi-platform computer systems and networks (LAN and WAN) desirable

· Current knowledge of web pages, HTML, and JAVA highly desirable

· Network security knowledge
RESPONSIBILITIES & TYPICAL DUTIES

· Select, install and provide technical support for all computer hardware and software throughout the library system

· Maintain/troubleshoot library computer software and hardware

· Act as Systems Administrator

· Plan and administer network(s) for office environment and public access information resources

· Maintain staff blog, library website, and phone system
· Coordinate with SEO 
· Act as library liaison with computer-related agencies and organizations

· Recommend technology policies and procedures

· Develop and implement technology training for staff as requested
· Supervise cargo deliveries/communications
· Oversee ILL/Cataloging staff
· Act as Assistant Director in the absence of the Director
· Other duties as assigned & directed
JOB CLASSIFICATION:  Grade VI. Starting Salary:  $15.00 per hour 
($31,200.00 per year, based on 2080 hours).

SUPERVISED BY: Director
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