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312 W. Main St.

Harrisville, MI  48740-0348

989-724-6796 (fax) 989-724-6173

alconalibrary.com

Job Description: Assistant Director

Position Summary:  Under the supervision of the Library Director, the Assistant Director provides reference services, circulation services, MeL & interlibrary loan, input for development of collection, as well as, providing adult programming and acts as the assistant Director.  

Duties:

1. Provides reference information services to the public, via telephone, email, and internet.

2. Performs cataloging and cataloging related tasks and sits on the PAC2 cataloging committee.

3. Performs circulation activities including but not limited to checkout, check-in, re-shelving and overdue processing. Provides PAC2 and MeL Statistics.
4. Processes Mel and interlibrary loan requests and provides statistics as requested. Assists with overdue material.
5. Provides instruction on the use of computers, equipment and materials to patrons.

6. Arranges adult programming at all branches as appropriate.

7. Finds and writes grant opportunities and executing the grant to provide programming and other benefits to the Alcona County Library.

8. Supervises Circulation Clerks.

a. Instructs Circulation Clerks on day to day procedures of the Circ. Desk.

b. Writes performance reviews to be approved by Director.
c. Schedules staff at library.

       9.  Updates event articles on website.

10. Performs additional tasks as assigned by the Director.

11. In charge of library operations when the Director is not present and reports activities/conditions to keep the Director informed.
Knowledge, Skills, Experience, and Training needed:  Requires a four year degree or a two year degree and related experience.  Also requires the ability to explain with library rules and procedures to the public clearly and completely.

Supervisory Function:  Supervises the Circulation Clerks and may assign tasks to the Children’s Specialist and Special Collections Assistant.
Environmental Conditions:  General office environment with frequent public contact.

Physical/Mental/Visual Effort:  Requires light work lifting (up to 35 pounds) or carrying, pushing and pulling a cart.  Also requires basic to advanced level research; involves considerable walking and standing. Must hold a valid Driver’s License.
Tools and Technologies used:  Calculator, printer/copier/scanner/fax, monitor and DVD/Blu-ray player. Specific software applications include but not limited to:  Microsoft Word, Excel, Sirsi related Workflows, Bibliocommons, Mel Software, various internet and email applications
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