 (
CI
T
Y
 
OF
 
S
U
N
 
PR
AI
RI
E
 
J
O
B
 
DESC
R
I
P
T
I
O
N
) (
H
ea
d
 
o
f
 
Adu
l
t
 
S
ervices
) (
DE
P
A
R
T
MENT:
 
L
i
b
rary
) (
RE
P
ORTS
 
T
O:
 
L
ib
r
a
r
y
 
Dir
e
c
tor
) (
CLAS
S
I
F
IC
A
TION:
 
P
r
of
e
ssional/
 
Mana
ge
ment
REVISION
 
DATE:
 
De
ce
m
b
er 1, 
2
015
) (
P
A
Y
 
GR
A
DE:
 Nonuni
o
n 
Pa
y
 
Plan G
r
ade
 
7
) (
G
ENER
A
L
 
P
UR
P
OS
E
:
) (
Und
e
r the
 
supervision of
 
the
 
L
ib
r
a
r
y
 
Di
r
e
c
tor, the He
a
d of Adult 
Se
rvi
c
e
s
 
i
s responsible
 
for
 
the 
e
fficient operati
o
n of the
 
I
n
f
o
r
m
ation D
e
s
k, Adult 
S
ervi
ce
s, and
 
t
h
e sup
e
rvision of
 
the libr
a
r
y
 
s
taff assi
g
n
ed
 
to Adult
 
Servi
ce
s. This posit
i
on is
 
a memb
e
r of
 
the M
a
na
ge
m
e
nt
 
T
ea
m, who p
a
rticipates 
i
n l
i
br
a
r
y
 
planni
n
g
, poli
c
y-making 
a
nd m
a
y
 
se
r
v
e as the
 
supe
r
visor in the 
a
bsence
 
of the
 
L
i
b
ra
r
y
 
Dir
e
c
t
o
r.
) (
E
S
S
E
N
T
IAL
 
JOB
 
F
U
N
CTIONS:
) (
Ov
e
rsees the intervi
e
wi
n
g
, hiri
n
g
, tr
a
ini
n
g
, sche
d
ul
i
n
g
, sup
e
rvisi
n
g
, 
a
nd
 
ev
a
luati
n
g
 
of the
 
Adult 
S
ervi
ce
s 
D
ep
a
rtme
n
t.
) (
Dir
ec
ts Adult 
S
ervi
ce
s
 
act
i
vi
t
ies.
) (
Maintains
 
conta
c
t
 
with
 
other
 
ci
t
y
 
d
ep
a
rtme
n
ts,
 
South
 
C
entr
a
l
 
L
i
b
ra
r
y
 
S
y
s
tem,
 
D
a
ne
 
C
oun
t
y
 
L
ib
r
a
r
y
 
Se
rvice
 
and
 
with
 
librari
a
ns
 
located
 
thro
u
g
hout
 
the
 
l
i
br
a
r
y
 
s
y
stem 
a
s 
w
ell as vendors to rep
re
sent
 
the 
n
e
e
ds 
o
f the libr
a
r
y
.
) (
Plans, coordin
a
tes, o
r
g
ani
z
es, and
 
pro
v
ides v
a
ri
o
us cultural, r
e
c
reational
 
a
nd
 
edu
ca
tional 
r
elat
e
d prog
r
ams for
 
Adult Servi
ce
s.
) (
Provides prompt and 
e
fficient r
e
fer
e
n
ce, 
r
e
a
ders’
 
adviso
r
y
,
 
and
 
informati
o
n and
 
r
e
fer
ra
l, bibl
i
o
g
r
a
phic in
s
truction, and other
 
p
a
tron
 
assistan
c
e se
r
vices while
 
maintaining
 
p
a
tron
 
conf
i
dentiali
t
y
.
) (
Per
f
o
r
ms output measures of libra
r
y
 
se
r
v
i
c
e
, 
c
oll
e
cts and 
a
n
a
l
y
z
es oth
e
r st
a
tis
t
ical
 
data on libr
a
r
y
 
o
p
er
a
tio
n
s, as it relat
e
s to Adult 
S
ervi
ce
s pr
o
g
r
ams
 
and s
e
r
v
ices.
) (
Ov
e
rsees the d
a
y
-
t
o
-d
a
y
 
ac
tivi
t
ies of the libr
a
r
y
 
f
o
r public se
r
vic
e
s
 
and s
e
r
v
es for
 
the dir
ec
tor in his/her
 
absen
c
e
, 
h
andling 
e
mer
ge
nc
ies and problems with patrons.
)
 (
W
orks clos
e
l
y
 
with dire
c
tor providing
 
input in 
ma
n
y
 
a
dminis
t
r
a
tive 
de
c
isi
o
ns,
 
including
 
d
e
v
eloping
 
po
l
icies and proc
e
dur
e
s, 
p
reparing
 
t
h
e 
a
nnu
a
l bu
d
g
e
t r
e
que
s
t
 
and 
c
ondu
c
ti
n
g
 
the str
a
t
e
g
ic planni
n
g
 
proces
s
.
) (
A
c
ts as liaison to the 
F
riends of the Sun 
P
r
a
irie 
L
i
br
a
r
y
 
in an adviso
r
y
 
ca
pa
ci
t
y
 
to
 
their bo
a
rd 
a
nd
 c
ommittees, assisting with all aspects of the Annu
a
l Awards
 
ev
e
nts and reporting re
g
u
lar
l
y
 
to the b
o
ard of
 
trus
t
ees on Fri
e
nds’ activi
t
ies.
) (
Assists patrons in th
e
 use 
o
f the
 c
omputer l
a
b, ot
h
er public
 c
omputer
 
wo
r
kstations, mobi
l
e d
e
vic
e
s and
 e
m
e
r
g
i
n
g
 
te
c
hn
o
lo
g
ies, 
a
s th
e
y
 
a
p
p
l
y
 
to 
A
dult
 
Servi
ce
s.
) (
Sele
c
ts mate
r
ials for
 
p
u
rchase in ass
i
g
n
e
d are
a
s
.
) (
W
e
e
ds c
o
lle
c
tion and s
u
pervise
s
 inventories in a
s
si
g
n
e
d 
a
reas.
) (
Cr
ea
tes public 
r
elations and m
a
r
k
e
ting
 
tools to 
i
n
f
orm and 
a
ssist 
t
he public in the
 
use of the
 
libr
a
r
y
,
 
as it p
e
rtai
n
s to Adult 
S
ervi
ce
s.
) (
Conducts public r
e
lations 
c
ampa
i
g
n to promote 
a
d
ult
 
servic
e
s to the
 
g
e
n
e
r
a
l
 
public.
) (
Particip
a
tes in continuing edu
ca
tion pr
o
g
r
a
ms.
) (
Plans
 
and
 
adminis
t
ers
 
a
 
b
ud
g
e
t,
 
ov
e
rse
e
s
 
equipm
e
nt
 
and
 
finan
c
ial
 
man
a
g
ement,
 
as
 
it pert
a
ins to Adult 
Se
rvic
e
s.
) (
Com
m
unic
a
tes
 
ef
fec
tive
l
y
 
with
 
staff
 
and
 
the
 
publ
i
c
 
and
 
maintain
 
ef
fec
tive
 
publ
i
c
 
r
e
lations.
) (
O
T
H
E
R
 
JOB
 
F
U
N
CTIONS:
) (
Consid
e
r
a
ble kno
w
le
d
g
e
 
of libr
a
r
y
 
operations, services, and
 
mat
e
rials, adu
l
t and
 
r
e
fer
e
nce r
e
lat
e
d servic
e
s
 a
nd 
c
u
r
rent libra
r
y
 
t
r
e
n
d
s.
) (
W
rites 
g
r
a
nt propo
s
als 
t
o improve libr
a
r
y
 
se
r
v
i
c
e
.
) (
Abili
t
y
 
to
 c
ompr
e
h
e
nd
 
a
nd follow instructions f
r
om superviso
r
, v
e
r
b
al
l
y
 
a
n
d in
 
w
r
itten fo
r
m.
) (
Abili
t
y
 
to un
de
rst
a
nd lib
r
a
r
y
 
policies 
a
nd p
r
o
c
e
d
u
r
es and
 a
pp
l
y
 
them to lib
r
a
r
y
 
oper
a
tions.
) (
Kno
w
le
d
g
e
 
of and f
l
u
e
n
c
y
 
in the E
n
g
lish la
n
g
uag
e
.
) (
Abili
t
y
 
to
 
adapt in 
a
n e
ver
-ch
a
n
g
i
n
g environme
n
t.
)
 (
REQUIREMENTS
 
OF
 
THE
 
W
O
R
K
:
Comp
l
etion
 
of
 
Mast
e
r
’
s
 
deg
re
e
 
in
 
libr
a
r
y
 
science
 
f
r
om
 
an
 
A
L
A
 
a
c
c
r
edit
e
d
 
i
nst
i
tut
i
o
n
 
is requir
e
d.
Abili
t
y
 
to
 
hire,
 
train,
 
s
u
pervise
 
and
 
discip
l
i
n
e
 
e
mp
l
o
y
ee
s,
 
co
o
rdinate
 
a
n
d
 
deleg
a
te
 
wo
r
kloads
 
and
 
sch
e
du
l
es
 
a
nd
 
ev
a
luate
 
w
o
rk
 
performan
c
e
 
nor
m
al
l
y
 
a
cqui
r
ed
 
throu
g
h
 
thr
e
e
 
y
ears
 
of
 
inc
r
e
a
si
n
g
l
y
 
r
esponsible
 
publ
i
c
 
library
 
e
x
p
e
ri
e
nce
 
includi
n
g
 
one
 
y
ear
 
at
 
a sup
e
rviso
r
y
 
le
v
el or 
a
n
 
equival
e
nt combination of
 
training 
a
nd 
e
x
peri
e
n
c
e.
Thorou
g
h
 
knowle
d
ge
 
of
 
l
i
ter
a
tur
e
,
 
r
e
fer
e
n
ce
 
r
e
s
ourc
e
s,
 
colle
c
tion
 
dev
e
l
o
pment,
 
and
 
adult progr
a
mming
 
t
r
en
d
s.
Consid
e
r
a
ble
 
knowle
d
g
e
 
of
 
cu
r
r
e
nt
 
and
 
emer
g
i
ng
 
te
c
hnol
o
g
ies
 
and
 
d
e
monstrated
 
abili
t
y
 
to app
l
y
 
them to libr
a
r
y
 
op
e
r
a
tions.
Abili
t
y
 
to
 
establish
 
a
 
p
o
si
t
ive
 
wo
r
king
 
r
elationship
 
with
 
l
i
br
a
r
y
 
trus
t
e
e
s,
 
st
a
ff,
 
oth
e
r
 
ci
t
y
 
d
e
p
artments, volunt
e
ers, libr
a
r
y
 
o
r
ganiz
a
tions and the 
ge
neral public.
) (
WORK
 
CON
D
ITIONS
 
AND
 
P
HYSICAL
 
REQUIREMENTS:
This
 
wo
r
k
 
is
 
pe
r
fo
r
med
 
i
n
 
an
 
off
i
ce
 
environm
e
nt
 
but
 
does
 
invo
l
ve
 
l
i
fting
 
or
 
c
a
r
r
y
i
n
g
 
up
 
to
 
50
 
pounds
 
and
 
pushi
n
g
 
and
 
pul
l
ing
 
obj
e
cts
 
on
 
whe
e
ls
 
w
e
i
g
hi
n
g
 
6
0
-80
 
pounds.
 
W
ork
 
does involve 
f
le
x
ibl
e
 wo
r
k hours, including
 
e
v
eni
n
g
s and
 
w
ee
k
ends.
)
 (
APPROVE
D
 
BY:
) (
D
e
p
a
rtment 
H
e
a
d
D
a
te
) (
Human Reso
u
rces Director
D
a
te
) (
Ci
t
y
 
Administrator
D
a
te
) (
T
h
e ab
o
v
e is 
int
e
n
d
ed
 
to
 
describe t
h
e 
g
e
n
eral cont
e
n
t 
o
f
 
t
h
e
 re
q
u
ir
e
m
e
nt
s
 
f
or t
h
e pe
r
f
o
r
m
an
ce 
o
f
 
t
h
i
s 
jo
b.
 
It
 
is
 no
t to
 
be
 
con
s
t
ru
e
d
 
as 
a
n
 
ex
h
austive 
s
ta
t
e
m
e
n
t of
 
d
u
tie
s
, 
r
espon
si
bili
t
i
e
s or
 
re
q
u
i
r
e
m
e
n
ts.
)
