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DISTINGUISHING FEATURES OF THE CLASS:  This position involves responsibility for planning and implementing the children’s summer library program and developing the children’s collection.  The work involves carrying out library policy as determined by the library board and standard practice.  Work is performed in the office and in the field.  Direct supervision is exercised over subordinate personnel.  A Children and Family Services Library Program Coordinator does related work as assigned.

TYPICAL WORK ACTIVITIES:
Organizes, plans and implements programs for children grades K- 6;
Designs and creates monthly flyers and promotional materials for children and families;
Plans and leads summer programming for grades K-5;
Responsible for summer programming budget, which includes soliciting local businesses for prizes;
Responsible for children’s collection development;
Supervises and trains library support staff;
Provides customer service, reference and technical assistance to library patrons;
Covers circulation desk shifts;
Adheres to library customer service standards;
Ensures that the customer service standards are adhered to by all staff within the assigned span of control;
Serves as a contact for solving customer inquiries;
Responds to and analyzes customer complaints;
Performs various opening and closing procedures for the library, which include cash handling;
Represents the library by visiting schools and early learning centers and attending community events to promote library services and literacy;
Purchases and organizes supplies and materials to be used for library programs;
Participates in various system-wide and regional groups and trainings;
Serves on children focused committees; and
Performs other related duties as assigned.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:  Working knowledge of children’s literature and early childhood development; working knowledge of Microsoft products, Canva, Google and social media platforms; working knowledge of community resources and organization; good customer service skills; ability to get along with others; ability to use library computer and audio visual equipment; ability to carry out library policies and procedures; ability to plan and implement programming; ability to train library staff; ability to plan, direct, supervise and accept responsibility for the work of others; ability to exercise leadership and motivate others; ability to establish and maintain effective working relationships with community organizations; ability to understand and follow oral and written instructions; ability to communicate effectively both orally and in writing; tact and courtesy in dealing with staff and public; initiative and resourcefulness; physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Applicants must meet all requirements for one of the following qualification options in order to be approved for examination and/or appointment:
	
	Qualification Option #
			1
	2

	Training/Education 
	· Possession of an Associate’s degree1 in Early Childhood, Education or a related field. 
	· Possession of an Associate’s degree1 in Early Childhood, Education or a related field.

	General experience 
	· None required.
	· One year of full-time, paid experience in an early childhood related field.

	Supervisory experience 
	· N.A.
	· N.A.

	License/ Certification 
	· Certified as an Early Childhood Education Teacher; AND
· Possession of a valid New York State driver’s license.
	· Possession of a valid New York State driver’s license.

	Other requirements
	· See Special Qualifications below.
	· See Special Qualifications below.



Part-time service will be given prorated credit toward experience requirements.

SPECIAL QUALIFICATIONS:   
1.) An appropriate driver’s license must be maintained throughout employment.
2.) Must authorize and execute any necessary releases to enable the appointing authority to verify licensure and driving history involving violations and/or crimes. 
3.) A driving record evidencing safe and responsible vehicle operation is required.  

NOTE: The appointing authority is responsible for verifying the appointee’s driving record and licensure at appointment and throughout employment.
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