
JOB DESCRIPTION

POSITION TITLE

Department Head for Library Circulation and Interlibrary Loan



REPORTS TO:


College Librarian

PRIMARY FUNCTION: 
The Head of Circulation and Interlibrary loan (a) plans, organizes, and oversees the libraries' circulation and interlibrary loan operation and (b) serves as the point person for space planning and the use and care of Rolvaag's collection.  Leads the staff in circulation and interlibrary loan in evaluating, improving, and streamlining their work.  Establishes benchmarks for the department and its staff, evaluates performance, designs and improves workflow, and measures progress on high-priority projects.  Identifies and implements new technologies.  Serves with other departmental heads on the libraries’ administrative council and advocates for the needs of faculty, students, departmental staff, and the library and college as a whole. Actively contributes to library-wide planning, policy-making, goal-setting and the development of new services and initiatives. Works with counterparts at Carleton College to develop consortial initiatives, and to manage and improve the shared library system.  Supports the College Librarian in vetting new ideas, initiatives, and strategic plans.  Works alongside staff in the circulation and interlibrary loan to run day-to-day operations.

AREAS OF RESPONSIBILITY:


1. Manages all activities in circulation and interlibrary loan across the three St. Olaf libraries, and between the St. Olaf libraries and libraries across the globe.

2. Serves on the libraries’ administrative council, where the head (a) advocates for the needs of faculty, students and the library and college as a whole, and (b) represents the circulation and interlibrary loan department.  Supports the department and communicates with other departments.  Keeps departmental staff informed and involved in departmental initiatives. 

3. Works with staff to establishes and evaluate departmental goals, workflows, policies, priorities, and procedures.  Develops new services and initiatives. Coordinates the work of circulation and interlibrary loan with that of other departments. Establishes and manages the library's calendar.

4. Manages the library's student-work program. Trains and schedules student assistants in the Rolvaag circulation department.  Consults with departments in the library to determine their student-work needs, and allocates hours accordingly. Coordinates the hiring of all student workers.

5. Works with the Head of Systems and Technical Services to manage the circulation database, including patron records, bills, and fines.  Works with the business office to resolve billing issues.

6. Oversees the library's patron database; coordinates the loading of patron records.

7. Works with other department heads to help the library transition from a mostly print to an increasingly electronic collection.

8. Investigates the feasibility and desirability of projects under consideration.  

9. Develops budgets and cost estimates for anticipated and ongoing needs.

10. Works alongside staff in circulation and interlibrary loan to run both operations.  Fills interlibrary-loan requests, circulates material, tracks overdue material, collects fines, and manages student workers.   
11. Monitors and evaluates trends and developments relevant to academic libraries, particularly in the areas of automation, systems, database-management, resource-sharing, and digital collections.

12. Participates in local, regional and national organizations as appropriate.

13. Other responsibilities as assigned.

SUPERVISORY RESPONSIBILITIES: 
Supervises staff in circulation and interlibrary loan who work in Rolvaag.  Supports staff in meeting the needs and desires of St. Olaf's faculty, students, and staff and by delivering services that best support the college and its curriculum.  Facilitates intra- and inter-departmental communication. Conducts performance reviews, and works with staff to establish individual goals. Revises job descriptions on a regular basis.    

CONTACTS:
Students, faculty, staff, parents, alumni, the general public, and staff at other colleges


EDUCATION: 
Essential:
Bachelor's degree in the liberal arts.

Desirable:
M.L.S. from an ALA-accredited program in library information science, or foreign equivalent. Advanced degree in a discipline of the liberal arts.

EXPERIENCE:
Essential:
Minimum of five years of progressively responsible experience in libraries. Effective leadership and supervisory skills and experience. Experience with a major, integrated library system. Familiarity with current issues and trends in the management and operation of academic libraries.


Desirable:
Experience in academic libraries, particularly in a liberal arts college.

KNOWLEDGE, SKILLS, ABILITIES:


A professional demeanor coupled with an optimistic and positive attitude.

· An enthusiastic commitment to ascertaining and delivering services that best support the college and its curriculum. This requires a keen focus on the needs and desires of faculty, staff, and students, and the ability to establish goals, priorities, and operations that best meet these needs.

· Deep affinity for and rapport with young adults.

· A willingness to foster teamwork, communication and collaboration within and between departments.

· A talent for rethinking past practices in light of new expectations.

· A commitment to involving staff in addressing problems and solutions, and an ability to foster a sense of investment and ownership in the libraries’ mission and challenges.  Ability to mentor and train others.

· Good listening skills.  A willingness to hear all sides of an issue, and to weigh competing opinions and demands fairly and judiciously.

· A facility for sharing information within and among departments, and between departments and the college librarian.

· Proficiency with computer systems.

· Flexibility.  Ability to adapt rapidly to new challenges.

· Outstanding interpersonal, organizational, and managerial skills. Excellent speaking and writing skills.  

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

PHYSICAL DEMANDS:
Ability to lift tubs of books weighing up to 75lbs. 

WORKING ENVIRONMENT:
Library. 
WORK SCHEDULE:

1.0 FTE

APPROVAL:                                                
Bryn Geffert
DATE:





28 May 2007

