Technology Coordinator
Company: Mary L. Cook Public Library 

Location: 381 Old Stage Rd., Waynesville, OH 45068
Position Title: Technology Coordinator

Reports To:    Director

Position Summary
The Technology Coordinator coordinates the development, implementation, operation, security, and maintenance of the library network. 

Responsibilities
     To the Public

· Coordinate and maintain the network, library operating software and all public computers and their peripherals for public use.
· Develop computer related classes for the public.
· Present a professional and friendly image to library patrons.
     To the Staff

· Maintain the library network, all staff computers and peripherals and help with problems as needed.

· Coordinate staff and vendors to investigate, troubleshoot, upgrade and resolve all computer problems.
· Prepare and provide staff training in use of applications, software and hardware. 

· Train staff on new software applications.
· Present a positive attitude and interact with other employees in a friendly, courteous manner.

· Participate in and actively support library and departmental goals and objectives.
· Prepare and provide statistical reports to the director as needed.
· Evaluate, train, and develop personnel in the Technology and Technical Services Department.

· Recommend/specify hardware/software products to the director.
· Maintain effective communication with the Library Director and other Department Coordinators. 

· Perform other duties as assigned by Director. 

     Library wide
· Perform/provide new installations, ongoing system maintenance, system upgrades, and database security of the system.
· Ensures that software licenses are expanded, renewed, and updated when necessary.

· Perform backup procedures on computer system.

· Communicate with hardware/software vendors and support staff to resolve problems.

· Troubleshoot and respond to hardware and software problems on servers.
· Handle emergencies as required.
· Research, evaluate, and recommend equipment and software purchases.
· Keep abreast of the changes in technology.

· Coordinate/facilitate planning for technology.
· Attend meetings and training seminars related to library technology.
· Contact vendors for purchases, repairs and maintenance.

· Be available for computer related emergencies at all times and maintenance of systems when library is closed.
· Be willing to perform public service duties, as the schedule requires.

Position Requirements
· College degree in Computer Science, Computer Engineering, Information Technology or equivalent preferable. Minimum High School diploma and 3 years of technical training or the equivalent in experience.

· Knowledge of network protocols, computer hardware, specifications, and software applications.

· Knowledge of Windows 2000 Server, Windows 2003 Server, Windows 2008 Server, Windows XP, and Windows 7. (for future update)

· Excellent organizational skills and the ability to work under pressure and maintain composure with staff.

Abilities, Skills and Knowledge Required

· Ability to effectively and easily communicate technical topics to novices.

· Ability to supervise personnel in area of responsibility.

· Ability to communicate clearly, speak and write effectively.

· Ability to translate community needs and interests into programs.

· Ability to learn general and library clerical methods and practices, including the Dewey Decimal Classification System.

· Ability to learn the general rules and regulations of the library.

· Ability to work with frequent interruptions.
· Ability to work independently on assigned tasks.

· Ability to deal with vendors/staff effectively and courteously.

· Interact with other library personnel to compile, organize and prepare publicity in a variety of formats.

· Ability to conduct reference interviews.

· Ability to operate general office equipment; such as photocopiers; scanners, digital camera and other audiovisual equipment.
· Ability to lift library materials and heavier computer equipment.

· Ability to communicate clearly with the public, both orally and in writing.

· Ability to deal courteously and diplomatically with the public; and to establish and maintain effective working relationships with co-workers.

· Ability to make minor decisions in accordance with library policies and procedures.

· Ability to learn about weeding criteria and methods as they apply to various sections of the Dewey Classification System.
· Ability to learn the library’s automated circulation system in relation to overdue materials.

· Understanding of the library’s confidentiality of patron records policy.

· Knowledge of workstation security software.

· Ability to learn a basic level of MARC records.

· Understanding of Windows Registry and important keys.
· Thorough understanding of PC hardware, components and parts.
· Knowledge of and experience with basic computer programs.

Requires physical agility and strength to bend, reach, lift and carry (up to 25 lbs) over 60% of the time; and extensive use of a computer terminal.

The above declarations are not intended to be an all-inclusive listing of duties and responsibilities, skills and abilities required to effectively execute this position.  They are intended only to describe the general nature of the position.
