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Job Description: 
Director of Youth Services

General Description: This is a full time, permanent, exempt position.  This person is responsible for developing and executing programs and services for youth.  This person also maintains the youth collections.  This management level position reports to the library director and is responsible for oversight and other personnel in the area.  
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
· Knowledge of children’s and youth literature and booklists
· Familiarity with literacy learning styles for ages 0-18
· Program creation and delivery experience
Professional Responsibilities:
· Programming for Youth
· Develop, plan, promote, deliver, and evaluate programs for ages 0-18 to include
· Multiple weekly literacy programs for infants through emerging readers in English and other languages as available
· Afterschool programming for school age children including offerings with a STEAM focus
· Teen programming
· Special family programming and celebrations 
· Cultural programs for all ages
· Summer reading and winter reading incentive programs for ages 0-18
· Oversee youth programming presented by other staff or contract performers
· Work with other librarians to develop, plan, promote, deliver, and evaluate family and special programs.
· Plan and manage displays, exhibits, and passive programing in the youth areas.
· Maintain records on costs (direct and indirect), attendance, and outcomes for programs.  
· Collection Development
· Select and deploy print collections for ages 0-18 including GN and YA purchases for youth.  
· Manage, maintain and evaluate the youth collections including collection development, deselection, and assurance of proper MARC records.
· [bookmark: _GoBack]Coordinate with Public Services Director in management of realia and library of things items intended for youth and families.
· Management
· Create and maintain relationships with area schools and other 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 youth services 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 youth services, collection development, programs, and notes from the youth services 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
· Train staff and volunteers in youth area tasks and programs.
· Maintain and distribute proper written procedures for tasks relating to youth services. 
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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