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FORT VANCOUVER REGIONAL LIBRARY

JOB OPENING ANNOUNCEMENT

JOB TITLE:


CIRCULATION SERVICES MANAGER

DEPARTMENT:

VANCOUVER COMMUNITY LIBRARY
FTE:

100%

SALARY:  $44,496.00-$55,560.00      RANGE:  21

FLSA:

EXEMPT

DATE OF POSTING:   11/9/04    DEADLINE:  OPEN UNTIL FILLED, First Review will begin 

11/29/04

REPORTS TO:
VANCOUVER COMMUNITY LIBRARIAN

DEFINITION:

Plan for and coordinate all Vancouver Community Library Circulation and Outreach Services activities in accordance with the library mission, budget, policies, and procedures.  Lead the circulation supervisory team to successfully hire, train, schedule, and supervise the work activities of assigned employees and volunteers.  Independently perform a wide variety of professional library duties of a specialized nature related to circulation, information, and security.  May be responsible for the operation of the Vancouver Community Library in the absence of the Vancouver Community Librarian.

SUPERVISION RECEIVED:

Receives direction from 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:

Plan, supervise, coordinate and participate in the activities of the Vancouver Community Library Circulation, Clark County Bookmobile Services, and Outreach/Homebound Program in accordance with the Library Mission, established plans, budgets, policies, and procedures.

Develop and implement goals, objectives, and priorities for the circulation department.

Supervise assigned employees and volunteers; recommend and implement approved personnel actions including hiring, discipline and employee performance appraisals; maintain appropriate means and checkpoints to control employee work activities.  Provide ongoing assistance to assigned employees to enhance their performance.

Oversee coordination of department training for all staff and substitutes, and work to maintain quality control.

Maintain appropriate means and methods to monitor employee work activities and productivity.  Provide ongoing assistance to employees in the department to enhance their work performance.

Respond to and resolve difficult citizen inquiries and complaints.

Perform regularly scheduled hours of service on the Information Desk of the Vancouver Community Library. 

 Build and maintain knowledge of print and electronic reference sources, reader’s advisory, and ready reference sources.  Attend regular monthly meetings of Information staff.  

Act as a building supervisor for the Vancouver Community Library.

Ensure and provide prompt and effective circulation, reference, reader’s advisory and bookmobile services.  

Coordinate public and staff use of library meeting room.

Maintain positive work relationships with the 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 professional library work.

Principles and practices of supervision, performance appraisals, training, and personnel.

Budgeting procedures and techniques.

Project management

Modern office procedures, methods, and computer equipment use.

Microsoft Office.  Advanced knowledge of Microsoft Word and Excel.

Integrated library systems.

General literature and information sources.

Basic arithmetic.

Ability to:

Oversee a library department using sound judgment and independent action to accomplish the goals and objective in accordance with the Library Mission.

Hire, supervise, train, and appraise staff and volunteers.
Maintain confidentiality related to the area of work.

Establish and maintain cooperative and responsive working relationships with those contacted in the course of work.
Communicate clearly and concisely both orally and in writing.

Respond to patron requests in a timely and courteous manner.

Willingness to work evenings and weekends, and to work a schedule that meets department needs.

Regularly lift 50 pounds.

Valid driver’s license, safe driving record.

Must pass Washington State Patrol Criminal Records Check.
Experience and Education guidelines:

Experience:

Four years of increasingly responsible professional library experience required.
Two years of supervisory experience required.  

Education:

An MLS from an ALA accredited school and a State of Washington Librarian Certificate.

To apply submit cover letter, resume and references to:

Fort Vancouver Regional Library District

Human Resources

1007 E. Mill Plain Blvd.

Vancouver, WA  98663

Or via e-mail to hr@fvrl.org (include Job Title in subject line)

An Equal Opportunity Employer

HIRING SUPERVISOR :    Karin Ford                 AUTHORIZED BY___________________


An Equal Opportunity/Affirmative Action Employer
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