Canal Fulton Public Library
Position Description

Information Programming Specialist I

An Equal Opportunity Employer

Reporting Relationship: Reports to the Information Manager

Weekly Hours: Part Time, Hourly position averages 26 hours per week 
Schedule: Includes daytime, evening and weekend hours, Monday through Saturday. Some evenings and weekends are required.  Flexibility may be required at times.

Pay Range:  In 2021, from $12.38 to $17.68 per hour
Anticipated Schedule:
This position requires two evenings during the week and Friday/Saturday hours.  Hours are subject to change by supervisor.
Responsibilities:  
Work with the Manager of the Information Services department to create, plan, and implement programs for patrons.   Responsible for specific duties associated with programming.  Perform basic Information desk functions using an automated circulation system, and other customer service related duties. Performs Information Desk functions such as answering questions in person, by telephone, or email under the direction of the Information Manager, utilizing the library’s materials collection, catalog and databases, Internet and local history materials.

Required:


A. Bachelor’s Degree





B. Ability to learn automated catalog, library policies and procedures





C. Computer skills and typing are necessary, including knowledge of 
all of the Microsoft Office products, including Word, Publisher, Excel,         and PowerPoint.




D. Ability to establish good patron rapport




E. Ability to create a friendly and pleasant impression of the library





F. Flexibility to deal with multiple, unexpected tasks and patrons





G. Ability to meet deadlines




H. Ability to follow written and oral instructions





I.  Ability to make sound judgments and decisions





J. Ability to bend, stoop, lift materials up to 20 lbs and move book carts  
K.   Experience with social media, and technology                




L. Valid driver’s license

Basic Duties:  
Programming:  Work with the Manager of the Information Services department to create, plan, and implement programs for patrons.   Responsible for specific duties associated with programming.  Assists with planning and promoting various programming events in the Information Services department, including the summer reading program.
Information:  Staffs the Information desk, answers questions.





Reader’s Advisory:  Assists patrons in the selection of materials, 






develops promotional materials to help publicize various print and 





electronic collections, designs and maintains Reader’s Advisory displays.





Library Website:  Contributes to the promotion of library news, events,





activities and various links by assisting the Information Manager with 





regular maintenance of the library’s website.

Computer Related Duties:       Offers basic instruction to patrons on the  

                                                    use of public computers, Internet, databases and online catalog.  

Continuing Education:  
Attends workshops and special interest groups to keep apprised of new technology and methods.

Specific Duties:  
Periodicals/Magazine Collection:  Responsible for maintaining, and weeding the periodicals/magazine collection.

Library Newsletter:   Collects information, writes articles, takes photographs, and designs a monthly newsletter of events and news to be distributed in the library, community, and on the library’s website.

Legislative Packets:  Compiles and sends packets of library





news, information, programs, and pictures to our local elected officials.

                                                    Press Releases:  Writes press releases on library news and events and 





distributes to local newspapers.





Homebound Program:  Assists the Information Manager in planning, 





organizing, and delivery of items to homebound patrons.
Staff Manual: Responsible for updating library manual and forms as needed
Collection Development:  Responsible for assisting the Information Manager with the weeding of the Adult materials collection.





Memory Project:  Assists the Information Manager with the local history 





archives and digitization project.
Committee Work/Community Work:  Participates in various library committees, participates in the Annual Olde Canal Days festival, may participate in local community groups as a Library liaison.

Other Duties as Assigned by Supervisor:  The intent of this position description is to provide a representative summary of the major duties and responsibilities performed by an individual working in this job.  Employees may be requested to perform job‐related tasks other than those specifically presented in this description.
Skills and Abilities:  
Must be very customer-service oriented.
A. Ability to alphabetize and to put numbers in order according to the Dewey Decimal System.

B. Ability to learn automated circulation system, library policies and procedures
C. Ability to maintain confidentiality of patron records/reference interviews.
D. Probation:  60-day probation period
An individual who poses a direct threat to the health and safety of others in the workplace will be deemed not qualified for this position.
Employee Signature____________________________________Date__________________

Revised April 9, 2021 DB             

Page 2 of 2

