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Job Title:  Cataloger 
Status:  Full or Part Time 
Schedule:  Weekdays, with some nights 
Reports to:  Library Director 
Position:  Non-exempt, hourly 
 
POSITION SUMMARY 
This position is responsible for Technical Service duties that involve elementary cataloging, maintaining 
administrative records and files, complex clerical and typing work which requires good knowledge, skill 
and ability of all library technical support functions. 

Examples of Duties 

 Performs elementary descriptive cataloging using automated bibliographic database. 

 Oversees book processing. 

 Resolves routine problems in technical procedures. 

 Performs a variety of library clerical tasks, as assigned. 

 Responsible for serials, acquisitions and processing. 

 Performs related work as required. 
 
Knowledge, Skills and Abilities 

 Good knowledge of basic library methods, techniques and procedures. 

 Good knowledge of standard cataloging practices and principals.  

 Good knowledge of standard office and library machines. 

 Good knowledge of automated systems as they apply to book processing. 

 Considerable knowledge of reader interest levels. 

 Considerable knowledge of publishing cycles and industry standards. 

 Considerable knowledge of budget cycles, and general financial management.  

 Considerable aptitude for creating effective financial reports. 

 Considerable ability to understand and follow written and oral instructions. 

 Considerable ability to pay attention to detail. 

 Considerable ability to establish and maintain effective working relationships with superiors, 
associates and the general public. 

 Exceptional time management and organizational skills. 

 Exceptional at oral and written communications. 
 

Qualifications 
Minimum:  High School diploma, GED or equivalent, and at least one-year in customer service position, 
and one-year in library technical service area. 
Preferred:  Two-year degree from a recognized college in library technology or a related field plus 
bookkeeping and library technical experience. 
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Job Title:  Outreach and Programming Supervisor 
Status:  Full-Time 
Schedule:  Weekdays, some nights and weekends 
Reports to:  Library Director 
Position: Exempt, hourly  
 
POSITION SUMMARY 
Under the direction of the Director, the Outreach and Programming Supervisor organizes, facilitates, 
performs, and plans programming to occur throughout our service area, in person as well as virtually. 
They develop strong partnerships with academic, community, non-profit, and other community 
organizations.  They are responsible for creating educational, entertaining and engaging programs for 
our community.  They must employ creativity, logistical know-how, and excellent communication skills. 
This position may supervise others, and works directly with the Communication & Marketing 
Coordinator to ensure consistency in messaging and brand continuity across all forms of messaging.  
This position requires coordinating events both in-library and at remote settings.  
 
Responsibilities and Duties: 

 Plans, coordinates and organizes events for library programming 

 Acts as liaison between the library, community and partner organizations at events 

 Actively looks for, and administers grant opportunities for programming funding 

 Participates in committees, groups, and professional organizations  

 Participates in staff meetings, and continuing education opportunities 

 Writes and submits monthly reports to the Director 

 Keeps detailed statistics for all programming events 
 
Knowledge, skills and abilities: 

 Exceptional ingenuity, creativity, and enthusiasm 

 Exceptional time management skills 

 Exceptional organizational and communication skills 

 Considerably adept in virtual program production 

 Considerable ability to create and maintain partnerships 

 Considerable knowledge of current events 

 Considerable ability in budget management 

 Ability to research and assess programming trends 

 Ability to assess community programming needs and respond in a timely fashion 

 Ability to lift up to 50 lbs with assistance 

 Must have access to reliable transportation 
 
Qualifications: 
Minimum:  LTA and at least one year of marketing or public relations experience.   
Preferred: MLIS from ALA accredited university or BA in Communication, Marketing or Journalism with 
at least internship experience in graphic design, marketing or public relations 
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Job Title:  Acquisitions Assistant 
Status:  Full or Part Time 
Schedule: Weekdays, some nights and weekends 
Reports to:  Library Director 
Position:  Non-exempt, hourly 
 
POSITION SUMMARY 
The Acquisitions Assistant is responsible for overseeing the ordering of materials and library supplies, 
inventory control, budget management, and other general office related functions, in coordination with 
the director.  This position may also be responsible for collection development duties for select areas. 
 
Examples of Duties:  

 Responsible for attending to all routine day-to-day acquisition activities including procurement, 
purchase tracking, inventory control, A/R, A/P, cash handling, and financial reporting. 

 Creates, implements and maintains Materials Budget Report that track allocated, encumbered 
and expended budgets for library collections on a monthly basis. 

 Supervises and manages all activities in ordering and receiving new materials. 

 Collaborates with the director to coordinate allocating funds by collection. 

 Establishes and maintains effective relationships with book vendors and electronic service 
providers. 

 Collaborates with the director to review current and prospective vendors to assess service, 
pricing, and/or renegotiating services. 

 Remains current and knowledgeable of trends in acquisitions, collections and electronic 
resource management. 

 Seeks opportunities to introduce new methods and technologies to improve service. 

 Actively employs best-practice standards for collection development and weeding functions. 

 Actively participates in continuing education opportunities. 

 Effectively completes other duties as assigned. 
 
Knowledge, Skills and Abilities 

 Good knowledge of basic library methods, techniques and procedures. 

 Considerable knowledge of reader interest levels, publishing cycles & industry standards 

 Considerable knowledge of budget cycles, and general financial management.  

 Considerable aptitude for creating effective financial reports. 

 Considerable ability to understand and follow written and oral instructions. 

 Considerable ability to pay attention to detail. 

 Considerable ability to establish and maintain effective working relationships with superiors, 
associates and the general public. 

 Exceptional time management and organizational skills. 

 Exceptional oral and written communications. 
 
Qualifications 
Minimum:  High School diploma, GED, or equivalent, and two years acquisitions related experience 
Preferred:  Bachelor’s degree in related field or LTA plus one year acquisitions related experience 
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Job Title:  Acquisitions Associate  
Status:  Full or Part Time 
Schedule: Weekdays, some nights and weekends 
Reports to:  Library Director 
Position:  Non-exempt, hourly 
 
POSITION SUMMARY 
The Acquisitions Associate is responsible for overseeing the ordering of materials and library supplies, 
inventory control, budget management, and other general office related functions, in coordination with 
the director.  This position may also be responsible for collection development duties for select areas. 
 
Examples of Duties:  

• Responsible for attending to all routine day-to-day acquisition activities including procurement, 
purchase tracking, inventory control, A/R, A/P, cash handling, and financial reporting. 

• Creates, implements and maintains Materials Budget Report that track allocated, encumbered 
and expended budgets for library collections on a monthly basis. 

• Supervises and manages all activities in ordering and receiving new materials. 

• Collaborates with the director to coordinate allocating funds by collection. 

• Establishes and maintains effective relationships with book vendors and electronic service 
providers. 

• Collaborates with the director to review current and prospective vendors to assess service, 
pricing, and/or renegotiating services. 

• Remains current and knowledgeable of trends in acquisitions, collections and electronic 
resource management. 

• Seeks opportunities to introduce new methods and technologies to improve service. 

• Actively employs best-practice standards for collection development and weeding functions. 

• Actively participates in continuing education opportunities. 

• Effectively completes other duties as assigned. 
 
Knowledge, Skills and Abilities 

• Good knowledge of basic library methods, techniques and procedures. 

• Considerable knowledge of reader interest levels, publishing cycles & industry standards 

• Considerable knowledge of budget cycles, and general financial management.  

• Considerable aptitude for creating effective financial reports. 

• Considerable ability to understand and follow written and oral instructions. 

• Considerable ability to pay attention to detail. 

• Considerable ability to establish and maintain effective working relationships with superiors, 
associates and the general public. 

• Exceptional time management and organizational skills. 

• Exceptional oral and written communications. 
 
Qualifications 
Minimum:  High School diploma, GED, or equivalent, and two years acquisitions related experience 
Preferred:  MLIS from ALA accredited university, or Bachelor’s degree in related field, or LTA plus one-
year acquisitions related experience. 


