
JOB DESCRIPTION

POSITION TITLE


Interlibrary Loan/Circulation Associate (.75 FTE)


REPORTS TO:


Head Librarian for Circulation and Interlibrary Loan

HOURS:



Full-time hours September through May; 

Noon - 9pm Sunday – Thursday 

or Noon-9pm Mondays-Thursdays, 9am – 6pm Fridays
PRIMARY FUNCTION: 


In the Interlibrary Loan office, works with others in the department to obtain library resources not available at the St. Olaf Libraries.  Utilizes a variety of online, bibliographic databases and ILLiad (ILL management software) to process and monitor interlibrary loan requests to and from St. Olaf.  Is responsible for hiring, training, and supervising a crew of student employees. Creates statistical reports necessary to inform decisions about collection development. At Circulation Desk, works in conjunction with fellow staff to handle daily circulation functions and provide excellent customer service to all library users. Manages all Circulation fines, and transfers fines to Student Accounts office as necessary. Works closely with colleagues to train and supervise student assistants at the Circulation Desk. Relies on teamwork and judgment to establish priorities among changing and competing demands.

AREAS OF RESPONSIBILITY:


1. Processes and monitors interlibrary loan requests from St. Olaf community members to obtain research materials from lending institutions through the U.S. and internationally.   Fills requests for St. Olaf materials from borrowing institutions.

2. Works with other ILL associate(s) to hire, train and supervise student assistants who carry out tasks such as scanning materials, paging resources, record keeping, etc.  Continually seeks new ways to improve workflow and better utilize student workers.

3. Compiles and analyzes ILL borrowing and lending statistics. Monitors compliance with copyright regulations.

4. Assists patrons with questions concerning submission, verification, retrieval, and delivery of interlibrary loan requests and materials.

5. Takes advantage of professional and online networking resources to stay informed of ILL trends and innovations at peer institutions. Maintains awareness of new services and technologies in the field of ILL.

6. Works with the Head of Circulation and Interlibrary Loan to establish and evaluate policies and procedures governing the exchange of materials with other institutions. 

7. Maintains proficiency with ILLiad software. Stays informed of updates and new releases, and makes use of a network of ILLiad users, both local and national, to maintain awareness of best practices and to solve technical problems.

8. Manages all Circulation fines, and transfers fines to Student Accounts office as necessary.

7. Supervises student employees at the Circulation Desk during evening hours, which includes overseeing routine circulation functions, handling emergency situations, and maintaining library equipment.  Continually seeks new ways to improve efficiency and customer service at the Circulation Desk.

8. Takes advantage of professional and online networking resources to stay informed of Circulation trends and innovations at peer institutions. Maintains an awareness of new practices, services, and technologies in the field of library access services.

9. Attends meetings, workshops, conferences in and outside library as necessary.  Participates in library-wide meetings and committees.

10. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Supervisory responsibilities include hiring, training, and evaluating 5-7 students in the Interlibrary Loan office, and training and evaluating 25-35 students at the Circulation Desk.  

CONTACTS:
Students, faculty, staff, alumni, the general public, and staff/faculty at other institutions.


EDUCATION: 
Essential:
Bachelors degree.



Desirable:
Knowledge of at least one foreign language.

EXPERIENCE:
Essential: 
Significant experience searching the Internet and using PCs. Use of standard office applications, including MSWord and MSExcel.     


Desirable: 
Previous employment in an academic or research library. Supervisory skills. Experience with online bibliographic databases and catalogs. Experience with scanners or other digital imaging devices. Familiarity with Ariel, Adobe Photoshop, and Adobe Acrobat software.

KNOWLEDGE, SKILLS, ABILITIES:

· Interest in and aptitude for learning new computer software, troubleshooting, and exploring new technologies.
· Extraordinary rapport with library patrons.

· Excellent relations with co-workers and ability to accept direction from supervisors.

· Outstanding attention to detail.

· Creativity and energy.

· Deep affinity for young adults.

· Flexibility. Ability to adapt rapidly to new challenges.

· Ability to plan strategically for the future.

· A commitment to the ideas and goals of a liberal arts college and its libraries.

PHYSICAL DEMANDS:
Able to lift books bins weighing up to 35lbs; significant typing is required.

WORKING ENVIRONMENT:
None beyond normal office conditions. 

WORK SCHEDULE:
Full-time hours September through May; Noon - 9pm Sunday – Thursday or Noon-9pm Mondays-Thursdays, 9am – 6pm Fridays 

APPROVAL:     
Natalie Wall

DATE:




December 2008

