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LIBRARY OPERATIONS COORDINATOR

KIND OF WORK:  This is responsible paraprofessional library work in coordinating the operations of the Satsuma Public Library.    

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for coordinating all activities of the library, reviewing the annual budget and compiling daily, monthly and annual statistical and fiscal reports.  Work is performed in accordance with established procedures under the general supervision of the Satsuma Library Board of Trustees.  Supervision may be exercised over volunteers or other employees.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Coordinates all phases of the operation of the library; assists patrons with library materials; places orders to purchase materials for the library; issues and receives library materials; classifies and catalogs new books purchased; registers library patrons; assists patrons with computer programs and internet searches; develops and conducts summer reading program for children; records and verifies expenditures and balances accounts; supervises maintenance of interior and exterior of library; studies present and future community needs and drafts plans to develop the services of the library accordingly; prepares, submits and monitors grants; instructs personnel in general policies and procedures; conducts staff meetings; prepares schedules for library personnel; presents written and verbal reports to the Library Board of Trustees; confers with government officials, patrons, clubs and other community organizations on library objectives and policies, library services and needs; updates manuals, by-laws, and long-range plans; completes surveys; notarizes documents and proctors examinations; assists patrons in the computer lab; participates in community and public relations activities; maintains computer network; prepares and submits the annual budget estimate for review by the Library Board; attends meetings, workshops, seminars and conventions as needed; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of library operations, principles and practices; thorough knowledge of office practices, procedures and equipment; thorough knowledge of clerical bookkeeping practices; good knowledge of computers and software; good knowledge of grant writing; ability to maintain computer network; ability to keep accurate records; ability to maintain financial and statistical records and prepare reports; ability to purchase, catalog and shelve books needed for library collection; ability to analyze library needs and evaluate library services; ability to supervise staff; ability to write effectively; ability to establish and maintain effective working relationships with community leaders, public officials, professional groups, employees and the general public.
MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test,  including courses in computers, bookkeeping and general office procedures and a minimum of five years' responsible experience in library operations; or a combination of education and experience equivalent to these requirements
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