
JOB DESCRIPTION

POSITION TITLE: 

Library Systems Administrator
REPORTS TO: 

College Librarian

PRIMARY FUNCTION: 
Provide leadership in planning and implementing technology in the libraries.

AREAS OF RESPONSIBILITY:


1. Serve as St. Olaf’s library expert and principal resource person for the automated library system, in conjunction with the Systems Administrator at Carleton College library, with which we share an automated system.

2. Serve as resource for Library’s computing needs:

a. Liaison between Innovative Interfaces (III) and the Library 

i. to resolve and answer problems relating to online system.  

ii. to communicate with staff from Innovative Interfaces (III) for system inquiries, price quotations and new product investigation.

b. Person in charge of hardware and software maintained by the library.  

c. Serve as liaison between the Libraries and the Department of Instructional and Institutional Technologies (IIT) for hardware and software.  

3. Monitor and evaluate trends and developments relevant to academic libraries, particularly in the areas of automation, systems development, and database management.

4. Lead the effort to plan and implement new library software and hardware. 

a. Work with the College Librarian to develop budgets and cost estimations for ongoing or anticipated needs and projects.

5. Work collegially with Library personnel to develop and maintain the Libraries' Web site.

6. Coordinate the libraries’ response to regular and special requests for statistics.

7. Teach seminars to small groups on various technologies.

8. Participate in local, regional, and national professional activities as appropriate.

9. Other general department responsibilities, patron assistance, committee memberships, communicate St. Olaf Community Library needs.

10. Other responsibilities as assigned.

SUPERVISORY RESPONSIBILITIES: 
This position hires, disciplines, trains, evaluates, an assigns student work for 1 – 2 student workers.

CONTACTS:
College Librarian; St. Olaf faculty and staff members; Software and hardware vendors.

EDUCATION: 
Essential:
Bachelor of Arts or Science.


Desirable:
American Library Association (ALA)-accredited Master of Library Science (MLS) or Master’s of Science in Information Technology

EXPERIENCE:
Essential:
One to two years of progressively responsible experience in academic technology; Experience with scripting and both Mac and PC operating systems.  


Desirable:
Experience with library systems.

KNOWLEDGE, SKILLS, ABILITIES:
· Self-motivated 

· Effective, collegial leadership style.  

· Outstanding organizational skills, ability to meet deadlines.

· Ability to inspire trust in colleagues.

· Excellent oral, written and interpersonal communication.  

· Basic understanding of the fundamentals of programming languages.  

· Command of web-authoring software and other web technologies.  

· Command of database structures and data-manipulation software. 

· Basic understanding of cataloging.

· Firm knowledge of research methodologies.

WORK SCHEDULE:
FTE:
1.0 


Term:
Full year


Shift:
Days, may include some evening or weekend hours.

APPROVAL:                                                 Bryn Geffert

DATE:




May 2004

