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P*JS,VL o2l LA{; wWon sy cam e
@/MWMMMM@*W st

o A s
AL W«)ﬁ/‘w&f«m@/ ’Mf?%'«-

ﬁ—?—ﬁ- ADJ&H—&-\éeu;HéERSHeES-UBRARlAN

‘The Urbana Fre¢ Library

JOB DESCRIPTION
Department: Benefits: Yes (pro-rated for Part Time) ‘/
P ServicesVaries )
7
Division: “N/A- ) Percent Time: General minimum of 39 hours per week
: for Full Time and 20 hours per week for
! Part Time, including evenlng and weekend
. hours. Part-time employees may work J
i additional hours above the 20 base hours
R ) Lo as requested by their supervisor for the
S N AT i Library’s needs.Ful-time{39-hours-per
Job Type: Civil Service 'FLSA Status: Non~Exe}npt
Reports To: RS ‘ Pay Grade: 36
YouthServicos-and
AequisitiensCollection
« S Manager, Patron
" Sefvices Manager, or .
Programming
Manager as assigned

»
#,

MJOBSUMMARY T

The Ael-erlt—&¥eu-th§e;wees—hbranan functiohs-as-a-memberofateam-thatselects materials for the
Library’s collections;, provides reference,readers-adviseryinformation services; and computer

aSSIStance to patrons,; participates in outreach and programming,; and provides excellent customer
serv;ceu and—ea#ms—eat—e’ehe#e\u-ﬂes—as aSS|gned The Ad&l#—&—\leu-th—Sewrees-leranan reports to the
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Managera member of the Library's Management Team ahgned W|th thelr primary focus (Collectlons
Patron Services, or Programming). - " * - ' : : - :

7 ESSENTIAL FUNCTIONS
L)

e Provides advisory service to patrons for all materials, including preparation of print or online
bibliographies. Helps patrons find the right item, using reading/viewing/listening experience, the

local events.

positive, proactive, customer-focused attitude using standards and guidelines set by the Library N
for the delivery of customer service. Promotes staff and patron understanding of the wide range \'t) et



. ) AT The Urbana Free Library
l .. Adult&-Youth-Services-Librarian
of lerary programs and sérvices.
- I ) Proyldes high-quality vefarence-information services; demonstrates competence in assisting
' ‘/patrons with complex inquiries, requests, and projects requiring independent judgment and in-
depth knowledge in interpreting policies and procedures.

Assists in developing and implementing new and exrstmg services, programs, outreach events,
and partnerships.

e/ Manages budgets for specific collections and programs as assigned. v

e IParticipates in collection development ta:ljyv’!aassessing target feas of the Library’s ’1

collection, systematically selecting:new.and-popuitas materlal5'and discarding or replacing

damaged or outdated materials tha%sare%@»l@ﬁgerer |“E’t‘l’ﬁg" : o

W
%03 Participates in collection and program promotion-using-al-media.

Shates in training staff and coordinating staff work flow, and training, supervising, and evaluating "‘:-'7

graelua%e—students and volunteers.
@Shares in formulating departmental goals and objectives, -and parherpa%es—m—p#anmﬂg u date d’\

procedures and documents as necessary.

Represents the Library in community and professional organizations, maintaining professional :
skill$ by participating in workshops and conferences and networkmg with colleagues. =
et LWorauny Qudiof Deravsv ot oA 8TV
- ADDITI&NAL*DUTIES il 5
‘ . Performs cata‘Iogr"ngas:n “eded using current cataloging and classification practices,
| o Provides pubkc—asswtanée, in usn;;g all resources of the Library. v § i AL h&’s)».
e Participatesin departmental ansd Ilbra\rywlde outreach and programming events. 15
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. Keeps current m'"k‘h%)wladge oﬁ.llb*rary trends and resources. |

. Responsnble for projects and other'dutles as assigned.
o Attends department and other meetings as scheduled.

JOB REQUIREMENTS

Degree, Licenses, Certifications, & Memberships

American Library Association- accredr:c_gd’Master of Library & Information Science degree or
,equwalent {', v% -

considered.
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The Urbana Free Library
I Adult-8-Youth-Serviees-Librarian
Education & Experience : i "'}
i y‘ Training or expérience in Fefe%eﬂee—%eehﬁelegv—andprowdm_g information services, techn,ologv ../"

assistance, and adult and/or youth sefvicesin a Ilbrary setting.

Prior experience with the Polaris ILS desired.

/ Bilingual skills (especially Spanish, French, or Chinese) desired. & Pr’ O S WCLLees A WA
LInCORAY
Knowledge of .

Considerable working knowledge of computer and network applicati‘ons pertinent to library
services and emerging technologies-hardware,-and-sefiware-as-adepted-by-the Library,
Substantial knowledge of the principles and practices of library science including reference

information services techniques, collection development, readersadviseory-cataloging, and
classification.

S5

e Substantial knowledge of the provision of library services and outreach to specialized groups;such

7 7 7 T T 7

o Substantial khowledge of Pprint and digital reference sources.

Skill
Ve Exceptional organizational, interpersonal, and decision
‘ I/ Proven teamwork skills-desired. ;,\,Q;%" M\

Commitment to serving-a-diverse-communitypublic service
\/w’ Mastery of complex detailed routines.

V/Competency in usinig computers, office applications, and library-related software.
\:/”Dependability, trustworthiness, and honesty.
\o//g(emplary customer service skills {patrons and staff). > : -1
Ex teblenh Vi v non verbad © mentirg slills
Ability to '
Establish and maintain effective and productive working relationships with co-workers and the

1]

ublic . ‘
v/ilan, oFganize, perform, assume responsibility for, and evaluate work assignfﬁents with initiative

nd judgment independently or with minimal supervision. o

V/?J,umkly develop an effective working knowledge of the Library’s automation system—eatene\anﬂg
’ systern; and relevant staff-side resources.
\/ Complete work with speed and accuracy and handle frequent, sudden task changes effectively.
\J/- Demonstrate a strong commitment to excellent public service; work with others in a
consistently approachable, cooperative, enthusiastic, and effective manner despite numerous
"~ competing requests.

; 3 |Poge



. The Urbana Free Library
| o / e ices-Librarian

\/o Prepare clear and concise correspondence, procedures, and written material
/' Interpret, apply, and explain applicable laws, fons, and policies.
q/Work a flexible schedule and additional hours bejand those r Scheduled as necessary to

" meet the Library’s needs. - o

e Employ best practices for g#aelaa%estudé'nt and volunteer supervision, including werk-planning

assigament-review, and evaluation, and the training of staff in work procedures.

CONTACTS: INTERNAL/EXTERNAL -
e Daily contact with patrons and staff.

e Occasional contact with vendors.
e Occasional contact with the media.

SUPPLEMENTALINFORMATION
Working Environment

The work environment characteristics described herein are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.,

e The work will occur primarily at The Urbana Free Library.

e Works in close association with'others.

o Regularly, staff perform outreach at off-site locations.

Work is subject to deadlines and frequent interruptions.

Visits by and to vendors as needed. -

Typical work schedule could include any hours that the Library is open in addjtion to time
| before and afterwards, with-flexibility depending on the needs of the departmentLibrary.

Physical Requirements

The physical demands described herein are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be et
made to enable individuals with disabilities to perform essential functions.

Physical Strength and Agility: Physical strehgth and agility sufficient to lift and maneuver up to 25" 30 o A
pounds. Ability to climb ladders, reach with hands and armis, crouch, or crawl. While performing the i
duties of this job, the employee is frequently required to walk, sit, talk, and hear. The employee is
required to use hands to touch, handle, feel, or operate objects, tools, or controls.

- Vision: See in the normal visual range with or without correction; vision sufficient to read computer
screens and printed documents; visually inspect work in progress; and the ability to adjust focus to

U |P 5 g :



The Urbana Free Library

AduH-8-Youth-Services-Librarian
both print and electronic text. '
Hearing: Hear in the normal audio range with or without correction.
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 that position.
Theé job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer ds the needs of the employer and requirements of
the job change.
The Urbana Free Library is an Equal Opportunity Employer.
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