Mishawaka-Penn-Harris Public Library

209 Lincoln Way East

Mishawaka, IN 46544

JOB DESCRIPTION

POSITION: Children’s Services Coordinator
LOCATION: Downtown Mishawaka Library (Primary Location)
GRADE: 9-Service Coordinator
HOURS OF WORK: Full-time/40 hours per week with at least one evening per week and alternate Saturdays (work in Saturday rotation). Should the library be open on Sundays, some Sunday work will be required.
WAGE:  Specified in the latest salary schedule kept in the Human Resources office.

BENEFITS: As specified in the latest edition of the staff handbook or as amended by the Board of Trustees.

DIRECT SUPERVISOR: Assistant Library Director 
QUALIFICATIONS AND WORK SKILLS:

1. Must have an MLS from ALA accredited library school with an Indiana Librarian Certificate 2. 

2. Must have a thorough knowledge of children’s literature.

3. Ability to plan departmental work flow and supervise department employees.

4. Ability to communicate and work cooperatively with all library employees.

5. Ability to work independently with good organizational skills and a minimum of errors.

6. Ability to communicate and work with patrons of all ages.

7. Ability to exercise good judgment.

8. Ability to think creatively.

9. Possess computer skills and the ability to learn further skills.

RESPONSIBILITIES AND DUTIES:

The purpose of this position is to coordinate the system-wide service policies, programming activities, collection development, cataloging and processing of children’s materials of the Children’s Services Departments of MPHPL.  In addition, this position shall plan, direct and supervise the daily operations of the Children’s Services Department at the Main Library.
ESSENTIAL JOB DUTIES:

1. Supervise, train, schedule, and evaluate the downtown Mishawaka library’s Children’s Services staff.

2. Coordinate system-wide Children’s Services.  Communicate with Children’s staff and branch Children’s Services through regular meetings. Ensure that minutes are written and shared.
3. Work at the children’s service desk several shifts per week and other public desks as needed.

4. Develop the collections for children’s materials in all formats (print, audio books, music, etc) except for movies.  Participate in collection development activities, i.e. selection, de-selection, and shelf reading.

5. Work cooperatively with Technical Services to classify all new children’s books for the library system.

6. Coordinate all policies and procedures of children’s activities of the library system.

7. Maintain the Children’s pages on the library’s website.  

8. Contribute and coordinate the children’s programming at the downtown Mishawaka Library; for example, participate in programming and community outreach.

9. Coordinate children’s programming system wide, including the planning of the children’s summer reading program.

10. Participate as a member of the library’s Administration team and serve on library committees as necessary.
11. Continue professional growth by attending work-related workshops, meetings and conferences.
12. To perform other duties as may be assigned to ensure the smooth and efficient operation of the library.
PHYSICAL REQUIREMENTS:

1. Ability to occasionally pull a loaded book cart to shelving areas.

2. Ability to occasionally lift and carry 20-30 pounds of books to shelving or work areas.

3. Ability to frequently stand, bend or stoop to shelve books for a short period of time.

4. Ability, stamina, and balance to perform basic movements frequently.  These movements could include squatting, bending and stooping, marching, turning in circles, and lifting arms overhead.

5. Ability to constantly sit for short periods of time while keyboarding or typing.

Key:

Constant Physical Requirement: 67% or more of the day

Frequent Physical Requirement: 33-66% of the day

Occasional Physical Requirement: 0-32% of the day
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