Adult Services Coordinator
The Blanchester Public Library is seeking an energetic, enthusiastic person to fill the position of Adult Services Coordinator. The successful candidate will be responsible for engaging adults through dynamic library programming and outreach.
Salary/Schedule: 40 hours per week consisting of occasional evenings and weekends, $18 per hour. Benefits include paid vacation and sick leave, paid designated holidays, participation in OPERS retirement, library-paid health insurance, and the opportunity for dental and vision insurance.
To Apply: Send a cover letter, resume and three professional references to

cowens@blanlibrary.org or:
Chris Owens, Director

Blanchester Public Library

110 N. Broadway

Blanchester, OH 45107
All resumes received on or before November 4 will be given first consideration.
POSITION DESCRIPTION

BLANCHESTER PUBLIC LIBRARY

An Equal Opportunity Employer

Adult Services Coordinator
Immediate Supervisor:
Director

Position Supervised:
None
Job Summary: Responsible for the execution of innovative and exciting library services for adults through planning, conducting and advocating programs and outreach activities in the Blanchester area. Responsible for providing assistance to all library patrons.
Essential Duties and Responsibilities
· Initiates, plans and conducts programs and activities that encourage the use of the library by adults
· Ensures that programming and services meets the needs of the community by soliciting participant feedback and developing clear goals and objectives for adult programming
· Assesses programs by keeping record of attendance and providing a monthly statistical report to Director
· Initiates and fosters cooperative relationships and programming partnerships with local groups, agencies, and individuals
· Promotes library events and services in-person at local organizations

· Represents the library at planned outreach events

· Periodically teaches classes on a variety of topics, including but not limited to basic computer skills and the library’s digital resources
· Assists the Youth Services Coordinator in preparation and presentation of programs to children and teens, as needed

· Employs various strategies and methods to market programs to a broad audience
· Prepares displays, bibliographies, bookmarks, or other suitable materials to support program topics
· Performs reference and reader’s advisory services in person, by telephone and by e-mail, using materials in a variety of formats
· Interprets the library’s policies and procedures to the public in a customer friendly manner; responds to patron concerns and complaints and conducts conflict resolution
· Provides exemplary customer service to patrons of all ages

· Maintains the library’s reputation and positive image in the community
· Maintains files, prepares reports, and compiles statistics, as needed
· Assists at other library service desks, as needed

· Attends workshops, conferences, training sessions and reads professional literature to stay current in the field; incorporates new developments into the Library’s services
Additional Duties
· Performs other job-related duties as assigned
Knowledge, Skills, and Abilities
· Knowledge of recreational and educational needs of adults along with the knowledge of community interests, trends, and resources and ability to use this information to determine library programming needs

· Ability to translate adults’ needs and interests into effective library services and programs

· Knowledge of current trends in library services, literature and other material for all ages
· Knowledge of  public library principles, organization, objectives, trends, materials, services, and practices

· Knowledge of the library’s policies and procedures

· Knowledge of the role of computerized bibliographic databases and searching techniques, online public access catalogs, and integrated library systems

· Ability to effectively plan, coordinate and present public programs and engage community partners, patrons and staff in promotion of programs
· Ability to create interesting and informative promotional materials
· Ability to organize and prioritize multiple projects and tasks and exercise independent, sound judgment, particularly in stressful situations

· Ability to efficiently manage time and organize programs and services and remain on task despite interruptions
· Ability to communicate effectively, courteously and professionally with supervisor, staff, and the general public

· Ability to work flexible schedule that includes evening and weekend hours
Physical and Mental Requirements
· Substantial periods of standing; some stooping, bending, and lifting/moving objects up to approximately 40 pounds and transport loaded book carts
· High energy to deal with the public for sustained periods while maintaining positive and enthusiastic communication
· Must be able to hear, comprehend and respond to library users both in person and in telephone conversations
· Must be flexible, creative and patient
Qualifications
· Minimum educational qualifications: Bachelor’s degree, or equivalent combination of education, training and experience that provides the required knowledge, skills, and abilities at discretion of Director and/or Board of Trustees
· Education at the university level in community or public relations, education, marketing, or a related field is preferred
· Excellent customer service, computer skills, and strong working knowledge of social media required
· Public service experience preferred
· A valid driver’s license and reliable transportation is required

· A criminal background check is required
This job description is not intended to be a complete statement
 of all duties and responsibilities required of this position
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