	Library Computer Specialist 1


Bargaining Unit: 6000 Librarians 

	Class Code:
P001



	MADISON, CITY OF (WI) 
Revision Date: Oct 9, 2014 

	SALARY RANGE

$25.58 - $29.51 Hourly
$1,982.83 - $2,286.66 Biweekly
$4,296.13 - $4,954.43 Monthly
$51,553.58 - $59,453.16 Annually

GENERAL DESCRIPTION:

This is responsible specialized work in supporting the development, implementation and maintenance of automated systems specific to library staff/customer applications. Under the general supervision of the Library Administrative Services Manager or Marketing and Digital Services Manager, the employee will exercise judgment and professional expertise in supporting the utilization of library computer applications and software, including both internal technical considerations and appropriate staff training. The employee is also responsible for troubleshooting and supporting the library security system and the automated telephone system.

Library Computer Specialist 1
This is the entry level of the professional Library Computer Specialist career progression series. This work is initially characterized by more structured assignments, and/or is more closely reviewed, until the employee gains requisite operational skills and program familiarity.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

Assist in the coordination and support of library hardware, software and application systems; install, maintain and resolve problems of library systems software and applications software. Assist in implementing library system networking services (LAN/WAN) as they relate to the library automated environment.

Recommend and order technological upgrades/replacements.

Work on computer-related library staff support projects. Implement and troubleshoot various automated library applications including telecommunications, network systems and personal/departmental/public computer hardware/software. Participate in the planning and coordination of new systems or applications specific to departmental operations. Provide training to staff on library computer system functions.

Provide technological consultation and training to library staff as required. Analyze and implement procedures in order to ensure the security and integrity of library networks.

Coordinate related projects and communicate with LINK/SCLS consortium staff as necessary.

Cooperate/coordinate with City Information Technology staff.

Investigate digital technologies for Madison Public Library under the direction of the Marketing and Digital Services Manager. (examples: explores and compares mobile web site vendors or applications, online room scheduling or computer inventory software, email list software, staff email options, customer-focused web applications, etc.)

Conduct daily web site maintenance and coordination and training of other staff working on the library’s web sites as well as new web projects requiring custom programming. (example: programming a mobile web site, providing custom CSS code for a third-party software, creating customized databases for summer reading program or computer inventory/servicing).

Represent Madison Public Library in workshops, online forums, and other professional opportunities related to web design, web programming and social media.

Train staff and public in use of digital services and tools for Madison Public Library, and provide online customer service through web site, social media, in person and over the phone.

Write and edit content for the library's web site, social media, and print publicity efforts

Perform related work as assigned.

MINIMUM QUALIFICATIONS:

Knowledge, Skills and Abilities:

Thorough knowledge of methods, practices, tools and trends in web design, application design, consumer and library technology, and social media. Working knowledge of desktop and server computer system technology (hardware and software) and its effective application. Working knowledge of support, maintenance and operation criteria for computer systems. Working knowledge of and ability to use computer software applicable to the duties of the position. Knowledge of public library practices and services, and the range of related technological applications in a public library environment. Ability to troubleshoot and resolve routine hardware and software computer malfunctions. Ability to communicate effectively both orally and in writing. Ability to evaluate hardware and software and recommend purchase. Ability to provide professional expertise in the development, promotion and implementation of digital services and tools for Madison Public Library staff and customers. Ability to model exceptional customer service skills, including exhibiting respect and sensitivity to a diverse clientele.   Ability to work with or coordinate work of staff at all levels and from all departments. Ability to develop and maintain effective working relationships. Ability to maintain a positive and flexible approach to changing needs within the community and to a changing information environment. Ability to exercise considerable judgment and discretion in completing assigned tasks. Ability to provide related consultation, training and technical support to staff. Ability to assist in the development of staff training programs and implement training materials and manuals. Ability to provide advice, consultation, and training to diverse user groups. Physical strength, coordination and acuity inherent in setting up, installing and testing computers as assigned. Ability to maintain adequate attendance.

Specific KSAs may be adjusted based on the particular position and the needs of the Library.

Training and Experience:

Generally, positions in this classification will require:

Possession of a four-year degree in computer science or related field. However, possession of a vocational or technical school degree in computer science or a related field and two years of directly related experience in the development and support of computer information systems including experience setting up computer networks, troubleshooting applications, and imaging computers may be substituted for the four-year degree requirement. Other combinations of training and/or experience which can be demonstrated to result in the possession of the knowledge, skills and abilities necessary to perform the duties of this position will also be considered.

Specific training and experience requirements will be established at the time of recruitment.

SPECIAL REQUIREMENTS:

Possession of a valid driver’s license or the ability to meet the transportation requirements of this position.

Physical Requirements:

The incumbent(s) will be expected to visit and physically access all neighborhood libraries throughout the City of Madison in order to perform the duties of the position.

COMPENSATION GROUP/RANGE:

33/01 

SXD OLD CLASS NUMBER AND PART-TIME CLASS #:

1293 


