
JOB DESCRIPTION

POSITION TITLE



Interlibrary Loan/Circulation Associate



REPORTS TO:



Coordinator of Interlibrary Loan/Circulation

This position works Sunday-Thursday, afternoon/evening hours throughout the academic year; summer schedule: reduced hours Monday-Friday.

PRIMARY FUNCTION: 


The Library Associate for Interlibrary Loan and Circulation works approximately half time in each department.  In Interlibrary Loan, the Associate works with colleagues to obtain resources not available at the St. Olaf.  Follows procedures, requiring considerable initiative, to receive, initiate and process requests from, and to, St. Olaf, some of these beyond the bounds of Minitex.  With others in the department, hires, schedules, trains and supervises 6 to 8 student assistants employed in Interlibrary Loan. In Circulation, the Associate works with colleagues to oversee daily circulation functions, including supervising a large number of students, handling emergencies, maintaining library machines, and a variety of other functions. The Associate shares on-call, emergency duties, including some weekend calls.

AREAS OF RESPONSIBILITY:


1. Works with others within a variety of networks and procedures to obtain library resources not at St. Olaf. Shares St. Olaf resources by receiving, processing, and initiating requests between Minitex, other libraries and St. Olaf. Resolves issues resulting from these requests, such as availability, copyright, etc.  With others, compiles and analyzes statistics.

2.
Works with other ILL associate(s) to hire, train and supervise student assistants who scan items, page resources, keep records, etc.  Seeks ways to better utilize student workers.

3.
Works with policies and procedures governing ILL on the international, national, and local level. Works with colleagues to create and interpret procedures. Meets with other departments in Libraries to discuss and explain issues.

4. Constantly improves knowledge of ILL systems and electronic and print indexes.  Is proficient with networked indexes and finding aids on the Internet. 
5. Works with faculty and staff across campus to interpret copyright issues pertaining to Interlibrary Loan.
6. Shares in the supervision of the circulation desk, which includes opening and closing library, overseeing daily circulation functions, handling emergency situations, working on stack maintenance program, maintaining library machines, and supervising many student workers.  

7. Attends meetings, workshops, conferences, etc., in and outside library as appropriate.  Participates in library meetings and committees as schedule allows.

SUPERVISORY RESPONSIBILITIES: 


In cooperation with other members of the Circulation Department, the Associate hires, disciplines, trains, evaluates, terminates and assigns work to 12-16 student supervisors and 65-80 student workers.  Works with colleagues in Interlibrary Loan to hire, schedule, train and supervise 6-8 student assistants.

CONTACTS:

This position has daily contact with a variety of constituents, including students, faculty, staff, parents, alumni, other colleges and the general public.  

EDUCATION: 
Essential:
Bachelors degree



Desirable:
Degree in a related field; working knowledge of at least one foreign language.

EXPERIENCE:
Essential: 
Minimum of one year library experience familiarity with WorldCat, other library catalogs, and library resources in general. 


Desirable: 
Extensive experience with at least one library or other electronic system preferred; experience with the Interlibrary Loan system, ILLliad


KNOWLEDGE, SKILLS, ABILITIES:

· Exceptional attention to detail.  

· Good supervisory, organizational and public relations skills.

· Ability to work independently as well as in a team setting 

· Desire and ability to work collegially within this department, with all patrons, with other departments in library, and on committees. 


· Ability to problem-solve, make “on-the-spot” decisions, work under pressure, and communicate effectively in difficult situations.  

· An interest in and aptitude for using, understanding, and demonstrating complex computer programs.  

· Experience with PC’s and standard office applications (word processing, spread sheets, form construction, etc)

· Knowledge of Internet search strategies 

· Initiative and desire to provide public service         

PHYSICAL DEMANDS:
Ability to occasionally lift up to 50 lbs tubs

WORKING ENVIRONMENT:
None beyond normal office conditions

WORK SCHEDULE:
FTE:  

0.75

APPROVAL:                                                 Bryn Geffert

DATE:




March 2007

