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FORT VANCOUVER REGIONAL LIBRARY

Open Position Announcement

POSITION TITLE:

 SUPERVISOR IV
DEPARTMENT: 

THREE CREEKS COMMUNITY LIBRARY

FTE:
100%
(40 hours per week)
 SALARY:  Minimum starting salary $3,049.00/mo (Range 8)

Date of Posting:  
05/12/08     

Review Date Begins: 06/02/08

FLSA: -EXEMPT POSITION

DEFINITION:
Supervise circulation services for the Three Creeks Community Library in accordance with the Library's Mission, budget, policies, and procedures.  Regularly and independently perform a wide variety of complex and difficult paraprofessional library work.  Direct, perform and/or monitor a variety of regular and recurring duties of a clerical and/or specialized nature related to circulation and information services.  May be responsible for the operation of the community Library in the absence of the Community Librarian.

SUPERVISION RECEIVED 

Receives direction from supervisory and management staff.

ESSENTIAL AND OTHER FUNCTION STATEMENTS—Essential and other important

responsibilities and duties may include, but are not limited to, the following:

Examples of Essential Functions:

Recommend and assist in the implementation of goals and objectives; implement, maintain and monitor approved operating procedures and practices to insure efficient and effective service to patrons, safe operations and maximum utilization of the library facility, equipment and collection.

Supervise assigned employees, recommend and implement approved personnel actions, including hiring, discipline and employee performance appraisals; train employees; monitor and control employee work activities.  Provide ongoing assistance to assigned employees to enhance their performance.

Assist in the hiring and training of Clark County circulation substitutes.

Prioritize, assign and review work of staff involved in circulation services.

Under the general supervision of the Community Librarian, plan, organize, direct and perform the clerical tasks associated with circulation services.

Respond to patron in-person and telephone requests for library materials, service and information within scope of knowledge.

Organize and present or assist in the presentation of programming for children, young adults and adults as assigned.  

Assist in the maintenance of a branch collection to meet the needs of patrons.

Maintain positive relations with staff, the public and volunteers.

Participate in periodic seminars and workshops for library personnel.

Perform related duties of similar complexity as assigned.

QUALIFICATIONS AND EXPERIENCE:

Knowledge of:

Principles and practices of paraprofessional library work.

Modern office procedures, methods and computer equipment.

Principles of supervision, training and performance appraisal.

General literature and information sources equivalent to completion of Associate of Arts degree.

Ability to:

Maintain confidentiality related to the area of work.

Oversee and coordinate the assigned areas of responsibility.

Perform complex paraprofessional library work in the area of circulation services.

.

Accurately key data into a computer.

Supervise, train and appraise assigned staff.

Communicate clearly and concisely, both orally and in writing.

Respond to patron requests in a timely and courteous manner.

Establish and maintain cooperative and responsive working relationships with those contacted in the course of work.

Lift 50 pounds.

Willingness to work evenings and weekends.

Must pass Washington State Patrol Criminal Records Check

Experience and Education Guidelines

Any combination of the following experience and training that would likely provide the required knowledge and abilities to qualify, such as:

Experience:

Two years of paraprofessional level library experience.


Supervisory experience required.

Experience working with children desired.

Education:

Equivalent to an Associate of Arts degree from an accredited college with major course work in library science or related field; additional academic training preferred.
To apply, submit 1) cover letter 

                        2) resume 

                             3) references

                                                             4) FVRL employment application

Human Resources

Fort Vancouver Regional Library

1007 E. Mill Plain Blvd.

Vancouver, WA  98663

Or, via e-mail: hr@fvrl.org

HIRING SUPERVISOR: 
Barbara Jorgenson               AUTHORIZED BY:




 An Equal Opportunity Employer
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