
JOB DESCRIPTION

POSITION TITLE



Music Library Associate for Circulation



REPORTS TO:



Music Librarian
PRIMARY FUNCTION: 


This position is responsible for circulation/reserve operation and stack maintenance of Halvorson Music Library. It requires the ability to articulate clearly the purposes and policies of the Music Library, keeping in mind the mission of the Libraries and the College, while providing service to each patron. The Music Library Associate for Circulation works closely with the Music Library Associate for Acquisitions, the Music Cataloger, and the Music Librarian. 

AREAS OF RESPONSIBILITY:


1. Supervise student workers

a. Interview, hire, and train 16-20 students per semester

b. Verify student work records for payroll

c. Determine daily circulation priorities, and assign tasks and special projects as needed.

d. Set up work schedules for students; adjust conflicts; arrange for special needs during breaks, concert tours, etc.

e. Provide written and/or verbal employment evaluations and recommendations as requested.

f. Prepare written training materials

2. Develop and implement circulation policies and procedures in coordination with the Music Librarian, Music Library Associate for Acquisitions, and circulation staff at other campus libraries (including the development of written procedure and training materials). 

3. Manage patron financial records for the Music Library.

a. Oversees: daily overdue and billing notices

b. Collection of late fees

c. Billing costs – processing with Treasurer’s Office

3.
Manage reserve services, including the streaming of audio reserve materials – involves close communication with faculty.

4. Oversee Music Library periodicals

a. Create serial check-in records in library online system and process serials check-in

b. Identify and process issues for binding, claim missing issues

5. Oversee Collection Maintenance

a. Supervision of shelving and shelf-reading, including shifting the collection and the ordering/installation of new shelving
b. Identifying missing items, items in need of repair

6. Monitor Daily use statistics – prepare year end report

7. Oversee and process commercial binding of music library materials.

8. Coordinate pamphlet binding with Rolvaag staff; replace worn pamphlet binders as necessary

9. Coordinate upkeep of listening equipment with Media Services.

10. Serve as Music Library representative for circulation issues, both within the Bridge consortium and the St. Olaf Community.  

11. Summer library management, including the hiring of student assistant, supervision of daily activities and special projects, and assistance with reference questions when Music Librarian is absent.

12.
Other general department responsibilities, patron assistance, fill-in for Music Librarian in her absence, committee memberships, communicate and facilitate St. Olaf Community Library needs.

SUPERVISORY RESPONSIBILITIES: 
The position hires, disciplines, trains, evaluates, verifies and processes payroll, and assigns work for:  16 – 20 student assistants during the academic year and one summer student assistant.

CONTACTS:
Administration, Faculty, or Staff members; Alumni, Donors; Community members.

EDUCATION: 
Essential:
Bachelor’s degree


Desirable:
Coursework in music and/or library science.

EXPERIENCE:
Essential:
Computer experience, familiarity with libraries,  supervisory experience, ability to perform detailed work accurately, experience in problem-solving.

Desirable:
Experience with online library systems and/or online databases, especially Innovative Interfaces Inc. (III) Integrated Library System. Experience with media equipment a plus.

KNOWLEDGE, SKILLS, ABILITIES:

· Ability to work well with people in a collegial environment.

· Good computer skills and an aptitude for technology.

· Strong attention to detail and organizational skills.

· Comfort level with new and emerging technology.

· Flexibility.  Ability to adapt rapidly to new challenges, think critically and solve problems.

· Knowledge in music, libraries, and computing.

· Good time management skills, with ability to multi-task, meet multiple deadlines; determine long-term and short-term priorities.

· Must be self-directed and work independently.

· Confidentiality and sensitivity required when dealing with patron information and/or fine negotiation.

· Ability to communicate and give effective direction to students and student assistants.

· Ability to field questions for the Music Librarian in their absence.

· Knowledge of bibliographic resources in music.

PHYSICAL DEMANDS:
Ability to transport heavy materials across campus, shifting books within the stacks, 
WORKING ENVIRONMENT:
Library setting which may include ergonomic issues involving computer work such as repetitive motion, eye strain, etc.
WORK SCHEDULE:
FTE: 
0.75

Term:
11 month position



Shift: 
primarily days

APPROVAL:                                                 Beth Christensen
DATE:




January 2009
