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Job Description: 
Director of Public Services

General Description:  This is a full time, permanent, exempt position.  This person is responsible for efficient circulation services and functions as part of the library operations, library technology systems and computer maintenance, and the operations and programs for the crafting space.  This management level position reports to the Executive Director and is responsible for oversight of other personnel in the area, both paid and unpaid.  
Qualifications:
· Master’s Degree in Library Science 
· Management experience in a library or similar setting 
· Friendly and welcoming attitude towards everyone
· Demonstrated competence with basic computer functions as used in the library setting.
· Functional knowledge of Faronics, Envisionware, and Biblionix products is preferred
· Excellent customer service, communication, and organization skills
· Problem solving, flexibility, and willingness to make decisions and take responsibility for the outcomes
· Technological aptitude
· Passion and aptitude for crafting projects and learning new techniques
· Teaching experience, specifically for adults, is preferred 


Professional Responsibilities:
· Circulation Services:
· Manage/oversee regular circulation tasks including the processing of overdues, the TexShare program and Interlibrary Loan
· Manage informal complaints and non-conformance forms for circulation issues
· Manage the circulation system to ensure proper operations
· Maintain statistics for library operations, services and programs
· Train staff and volunteers (as needed) in circulation tasks.
· Maintain and distribute proper procedures for circulation tasks
· Integrate services such as databases and digital materials into the catalog and ensure proper protocols are in place for their utilization.  
· Maintain usage guides for patrons to access digital services
· Maintain complete and correct MARC records
· Manage quarterly inventories to ensure proper and complete records and periodic housekeeping tasks
· Oversee technical services and manage the processing and deployment of library materials.
· Develop, expand and maintain the Library of Things to include media, realia and specialty items.
· Coordinate with Youth Services Director in management of realia and library of things items intended for youth and families.
· Crafting and Technology 
· Maintain safety and inventory information for the crafting space as well as properly documented procedures for operation of equipment and running of the open crafting hours
· Develop and deliver crafting programs for the space
· Maintain records on costs (direct and indirect), attendance, and outcomes for crafting programs and technology programs.
· Maintain computers for staff and patrons including security updates, installations, problem logs and necessary customizations.
· Train staff and volunteers in technology and digital services
· Maintain proper written procedures for tasks relating to the library technology including troubleshooting guides and instructions
· Coordinate with contracted service providers for hardware, software, connection, and recovery services.
· Management
· Create and maintain relationships with appropriate venues to promote library services and partnerships.
· Research, apply for, and manage grants and fundraising projects as appropriate
· Perform monthly check-ins for select staff to evaluate goal progress and performance and identify any new ideas or concerns.
· Schedule and lead the monthly meeting of the technology team with internally published agenda and notes.
· Uphold established policies and procedures, and work with the team to improve those policies and procedures as appropriate
· Prepare monthly written reports for the Executive Director describing public services, statistics, library technology, crafting / technology programs and notes from the technology team meeting and staff check-ins
· Provide professional representation of the library at public, legislative or community functions
· When assigned, supervise library operations and serve as emergency after-hours contact in rotation with other managers
Functions common to all library personnel:
· Provide consistent and excellent customer service to everyone 
· Represent the library professionally and respectfully
· Circulate materials including check-out, check-in, renewals, reserves, and specialty items
· Assist patrons in use of library resources including catalog, calendar, digital library, Eventbrite, databases, computers, and the document station
· Re-shelve materials and other items in the proper manner
· Create and issue library cards and TexShare cards
· Catalog and process materials for circulation, provide basic repairs to library materials
· Solicit and share input from the community regarding library materials and services, receive and refer complaints and non-conformance forms
· As requested, attend continuing education and staff development, assist in training others
· Maintain the library’s physical presence
· Assist with displays and programs
· Provide in-person, telephone, email, and IM reference service
· Other duties as assigned
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