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LILLIE M. EVANS LIBRARY DISTRICT
Position Description
Job Title:
Head of Youth Services
Classification:
Non-Exempt
Summary:
The Head of Youth Services is a part-time position with regularly scheduled hours per 


week, occasional evenings and some Saturdays plus fill in as relief for staff vacation 

and sick leave.

Supervised by:
Library Director and/or designated authority
Supervises:
(None)
Interacts with:
Community and staff
Responsibilities and Job Functions:

Circulation Responsibilities

· Performs circulation functions using the automated system including charges, returns, renewals, etc.

· Registers patrons and places holds
· Takes in fines, fees, etc.

· Shelves materials

· Follows library policies and procedures

· Assists patrons in the use of the public access catalog and other library resources

· Provides computer instruction to patrons as needed

· Files the role of Circulation Clerk when needed

Youth Services Responsibilities

· Plans, prepares and facilities all children’s programming including story time, summer reading program, after school programs, multigenerational programs and other programs as needed

· Arranges and provides library instruction for classes visiting the library and for school visits
· Manages the children’s area and material displays

· Assists with reader’s advisory and general reference services to youth and young adults as well as their teachers and parents
· Shares responsibility with the director for collection development, selection and weeding of all materials in the Youth Services Department
· Maintains monthly statistics for programming and other statistics as assigned
· Assists with publicizing library programming and events
· Attends Youth Services meetings and continuing educational programs when possible

· Performs related work as assigned

And other duties as assigned by Director.

Qualifications and Requirements:
Education and Experience:

Associates degree or higher in library science, child development, or education or equivalent experience preferred.  High school diploma or equivalent required. Previous library experience desirable.
Knowledge, Skills, and Abilities:

· Basic computer skills and working knowledge of Microsoft Office software
· Ability to learn integrated library software system

· Excellent customer service skills and telephone etiquette
· Communicates effectively in English, both orally and in writing

· Ability to work in a fast-paced, team environment
· Ability to display high levels of attention to detail
· Ability to maintain confidentiality of patron records
Physical Demands:

The work requires some physical exertion such as long periods of standing; recurring bending, crouching, stooping, stretching, reaching, or similar activities such as climbing up and down a ladder to retrieve and replace books; recurring lifting of moderately heavy items such as boxes up to 35 pounds above the waist; pushing carts (on wheels) of up to 100 pounds; and repetitive use of the wrist, forearm, and hands.
Work Environment:

The work environment involves everyday risks or discomforts requiring normal precautions typical of such places as offices, meeting and training rooms, libraries, residences, i.e., use of safe work practices with office equipment, avoidance of trips and falls, observance of fire regulations, etc.  The work area is adequately lighted, heated, and ventilated.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the position.  The noise level in the work environment is moderately quiet.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
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