POSITION DESCRIPTION

TITLE:          Circulation Services Manager                           SALARY:      $46,332
LOCATION:  Texarkana Public Library                                  CONTACT: 
 Olivia Poulton, Director
Date:             April 1, 2023




         
 director@txklibrary.org
DESCRIPTION:
Manages and oversees all Circulation services and staff.  Performs a variety of major and varied tasks in circulating and processing library materials.  Works in close contact with the public in providing library services.  Works under the Library Director with a high degree of independent judgment and initiative within a framework of established general policies.
RESPONSIBILITIES:
· Administers, plans, and coordinates all functions of the Circulation Services department.
· Interviews, trains, schedules, supervises, and evaluates Circulation staff and volunteers.

· Participates in library planning and decision making, budget planning and long range goals as requested by Director.
· Recommends appropriate changes, policies, and methods to improve circulation procedures to the Director. Composes and processes correspondence.
· Performs routine circulation tasks such as registering and updating files of patrons, checking in and out library materials, inspecting returned materials for damage, accepting payment for bills and fines using credit card machine and cash register.

· Oversees the cash register transactions, complying with cash handling procedures.

· Maintains departmental records, forms, reports, and files. Monitors office supplies.
· Provides Interlibrary Loan services using OCLC and Texas Group Catalog and maintains all ILL records and statistics.

· Collects and collates data for use in Arkansas and Texas state annual state reports. 

· Reserves and schedules the David Nelson Meeting room for library and public functions. 

· Monitors the behavior and conduct of library patrons to ensure an atmosphere conducive to use of library facilities for all patrons, and handles problems as they occur in conjunction with library security officer.
· Resolves problems related to the circulation of library materials.

· Helps troubleshoot computer and printing problems with public computers and fax.

· Assigns shelf reading to maintain materials in proper order on shelves.

· Assists patrons in the selection of library materials and provides reference guidance.
· Answers telephone calls and provides directional and procedural information or otherwise assists or refers patrons as appropriate.
· Oversees Outreach of materials and movies delivered to nursing homes and day care centers.
· Conducts tours of the library facilities for various educational or civic groups and interested individuals.
· Oversees opening and closing procedures of the library building and is responsible for book drop schedule when the library is closed.

· Ensures that staff maintains confidentiality of patron records.

OTHER DUTIES:

· Assists in inventorying collections, materials selection, and de-selection.

· Oversees searching shelves for missing, lost, and claims returned items.
· Assists staff in the performance of their duties and does related work as required.

· Serves as a member of various employee committees, as assigned

REQUIRED SKILLS:

· Knowledge of the principles and practices of modern library systems and programs, basic knowledge of library circulation practices and procedures, and working knowledge of library classification systems.

· Proficiency with Microsoft Office software.

· Strong management skills.

· Ability to work under pressure, paying close attention to detail.

· Ability to establish and maintain effective written and oral working relationships with library patrons, staff, government officials, and general public.

· Desire to serve the public with friendliness, tact, and diplomacy.

MINIMUM QUALIFICATIONS:

Education: Bachelor’s degree, or high school diploma, with one (1) to two (2) years of post-secondary education or training in library science, liberal arts, education, or a related field. 
Experience:  Three years of office or library experience, supervisory experience, and customer service.
SPECIAL REQUIREMENTS:
· Valid state driver's license or ability to obtain one. 
· Keyboarding with a high degree of accuracy.

· Requires working at least one (1) evening per week and one (1) weekend per month.

TOOLS AND EQUIPMENT USED:
Integrated library system (Sirsi-Dynix Symphony), cash register, calculator, copy and fax machine, telephone, VoIP, automobile, disc cleaner, laminator, projector, 3-D printer, Cricut machine, button maker.
PHYSICAL AND MENTAL REQUIREMENTS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to walk, sit, talk, or hear.  The employee is constantly required to use their hands in order to finger, handle, feel, lift, operate objects, tools, or controls and to reach with hands and arms.  The employee is frequently required to climb, balance, stoop, kneel, crouch, or crawl.

The employee must frequently lift and/or move materials and equipment up to twenty (25) pounds and push or pull loaded carts up to one hundred seventy-four (174) pounds, and retrieve books and materials from shelves up to eight (8) feet high with the aid of a step stool. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  

WORK ENVIRONMENT:
The noise level in the work environment is generally quiet.  There may be some exposure to dust, fumes, mechanical, and electrical hazards.

Employees may be exposed to physical and verbal abuse where considerable self-control must be exercised.

SELECTION GUIDELINES:

Formal application, rating of education and experience, oral interview, reference check, and job related tests may be required.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job changes.

