
JOB DESCRIPTION

POSITION TITLE

Head of Library Systems & Technical Services Administrator 



REPORTS TO:


College Librarian

PRIMARY FUNCTION: 
The Head of Systems and Technical Services (a) plans, organizes, and oversees the libraries' acquisition, organization, and distribution of information (books, serials, and electronic sources), and (b) serves as the point person for technology and digital initiatives in the libraries.  This position oversees the technical services department, including acquisitions, cataloging, and serials.  Leads the staff in technical-services 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.

AREAS OF RESPONSIBILITY:


1. Evaluates, implements, and supports new technology.  Trains others to assist with this evaluation and implementation.  

2. Oversees all activities in technical services—including acquisitions, cataloging, serials, and the integrated library system—across the three libraries.

3.  Serves on the libraries’ administrative council, responsibilities:  (a) advocates for the needs of faculty, students and the library and college as a whole, and (b) represents the technical services department on this administrative council.

4. Participates in setting goals, developing new services and initiatives, and evaluating the libraries' programs.

5. Establishes and evaluates departmental goals and priorities.  Coordinates the work of technical services with that of other departments. 

6. Leads staff to develop efficient workflows, policies, and procedures.

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

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

9. Oversees planning and coordination of digital projects.

10. Monitors and evaluates trends and developments relevant to academic libraries, particularly in the areas of automation, systems, database-management and digital collections.

11. Serves as the co-administrator of the Bridge's integrated library system. Communicates with library system vendor regarding prices, new products, and problems. Works with library system vendor and staff at St. Olaf and Carleton to maximize the system's capabilities.

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

13. Occasional regional travel. Travel between Carleton and St. Olaf campuses is frequent.

14. Other responsibilities as needed.

SUPERVISORY RESPONSIBILITIES: 
Supervises the staff in technical services who work in Rolvaag Library.  Supports the 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:
St. Olaf community, vendors, outside colleagues and peers from other institutions. 

EDUCATION: 
Essential:
Bachelor's degree in the liberal arts, and an M.L.S. from an ALA-accredited program in library or information science, or foreign equivalent.

Desirable:
Advanced degree in a discipline of the liberal arts.  Computer-programming training and experience.


EXPERIENCE:
Essential:
Minimum of five years of progressively responsible experience with libraries in the areas of technical support. 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/positive attitude. 

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

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

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

· Good listening skills.  A willingness to hear all sides of an issue, and to weigh competing opinions and demands fairly and judiciously in order to reach a decision and rally support from all vested parties.

· 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.  

· Ability to mentor and train others.

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

PHYSICAL DEMANDS:
None
 

WORKING ENVIRONMENT:
Library. 
WORK SCHEDULE:

1.0 FTE



Normal business hours; some evening and weekend hours as required for specials needs.

APPROVAL:                                                
College Librarian
DATE:





April 2007

