
JOB DESCRIPTION

POSITION TITLE:

Circulation/Reserves Associate




REPORTS TO:  

Library Circulation  & Inter Library Loan Coordinator
PRIMARY FUNCTION: 

The Circulation/Reserve Associate maintains the course reserves database and oversees daily circulation functions, including the supervision of student workers, as a team member. Other duties include responsibility for generating daily circulation reports and notices, handling emergencies, assisting patrons with use of library machines, and a variety of other functions. Responsibility for opening the library is shared with other circulation team members.

AREAS OF RESPONSIBILITY:

1. Responsible for course reserve operation in the Rolvaag Library Circulation Department, including maintaining reserve database, interpreting library and copyright policies, supervising student workers, and processing reserve material when necessary.  Processes materials for electronic reserve by scanning photocopies to create electronic documents and loading them to online course folders. Writes reserve documentation when needed. Communicates with faculty members regarding course reserve materials, policies and procedures.

2. Supervises circulation desk in a team setting, including opening/closing library, overseeing daily circulation functions, handling emergency situations, working on stack maintenance program, maintaining (and assisting patrons in use of) library machines, supervising student workers.

3. Responsible for processing computer reports and notices regarding circulated material including notifications on overdue, held, missing or billed material.  

4. Coordinates and supervises circulation and booking of library video recordings.

5. Coordinate stack-maintenance program, including inventory, moves, and the planning-for and addition of new shelving.

6. Participate in the Sunday on-call rotation when classes are in session.

7. Participate effectively in departmental and library meetings.  Serve on library, consortium, and college committees, task forces and focus groups.  Seek opportunities for professional growth, both on and off campus.  Learn new technology as needed.

8. Performs other related duties as necessary.

SUPERVISORY RESPONSIBILITIES: 
Supervises and trains student circulation workers.

CONTACTS:
College Librarian, faculty, staff, and students.

EDUCATION: 
Essential:
Bachelor’s Degree 


Desirable:
Degree in a related field.

EXPERIENCE:
Essential:

3-5 years customer-service experience. 


Desirable: 

Academic-library and supervisory experience





preferred.  Experience with library computer 





systems, Adobe Acrobat, and Dreamweaver 





software desirable. 

KNOWLEDGE, SKILLS, ABILITIES:


· Excellent reading, writing, oral communication, supervisory, organizational and public relations skills. 

· Excellent initiative and willingness to identify and tackle problems.  

· Ability to work well both independently and as a team member

· Ability to solve problems; make “on the spot” decisions; work under pressure and communicate effectively in delicate situations.  

· Experience using, understanding and demonstrating the use of computer programs 

(e.g. Microsoft Word, Microsoft Excel, Adobe Acrobat, Innovative Interfaces, 

FTP - File Transfer Protocol). 

PHYSICAL DEMANDS:      

Ability to work at a computer terminal for 

extended periods of time. 

Ability to lift up to 20 pounds. 


WORKING ENVIRONMENT:
Normal office environment.

WORK SCHEDULE:
FTE: 

0.75


TERM:
Year round position


SHIFT: 
Monday through Friday, somewhat flexible hours between 7:45 a.m. and 5:00 p.m. – 6 hours per day.

APPROVAL




Bryn Geffert

DATE:




August 18, 2005

