 (
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
 
Circu
l
a
t
i
on
) (
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:
 
S
eptemb
e
r 9, 
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 Cir
c
u
la
tion Ser
v
ic
e
s is r
e
sponsible for
 
the 
e
f
f
ic
i
ent ope
ra
tion of
 
the cir
c
ulation desk, Circulation 
S
ervi
ce
s D
e
p
artme
n
t, and the
 
supe
r
vision of libr
a
r
y
 
a
s
s
is
t
ants assi
g
n
e
d to ci
r
culation. This posit
i
o
n is a
 
memb
e
r of
 
the
 
Mana
ge
ment 
T
e
a
m, who
 
particip
a
tes in libra
r
y
 
planning, poli
c
y-
maki
n
g
 
a
n
d
 
m
a
y
 
serve
 
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
rvi
s
i
n
g
, and evaluating
 
of t
h
e
 
Circulation Servi
ce
s D
e
p
artment.
) (
Dir
ec
ts ci
r
culation desk activi
t
y
.
) (
Mana
ge
s the local operation of the
 
I
L
S
 
cir
c
ulation
 
s
y
stem.
) (
Maintains
 
conta
c
t
 
with
 
o
t
her
 
ci
t
y
 
de
p
artments,
 
South
 
C
entr
a
l
 
L
ib
r
a
r
y
 
S
y
stem,
 
D
a
ne
 
Coun
t
y
 
L
ib
r
a
r
y
 
S
ervi
c
e
 
and
 
with
 
l
i
br
a
ri
a
ns
 
located
 
throu
g
hout
 
the
 
l
i
br
a
r
y
 
s
y
stem
 
as
 
well
 
as ve
n
dors to 
re
p
res
e
nt t
h
e n
ee
ds of t
h
e libra
r
y
.
) (
Per
f
o
r
ms output meas
u
r
e
s of libra
r
y
 
s
e
rv
i
c
e
,
 
coll
e
cts and
 
an
a
l
y
z
es other st
a
t
i
st
i
c
a
l data on
 
libra
r
y
 
op
e
rations.
) (
Maintains the 
c
onfidenti
a
l
i
t
y
 
o
f libra
r
y
 
r
e
c
o
rds.
) (
Serv
e
s as the
 
libra
r
y
's r
e
p
r
e
s
e
ntative on
 
cir
c
ulation
 
L
I
N
K committees.
) (
Per
f
o
r
ms
 
ge
ner
a
l sup
e
rviso
r
y
 
a
nd op
e
r
ational procedur
e
s such
 
as op
e
ni
n
g
 
a
nd closing
 
the
 
libra
r
y
 
a
nd libra
r
y
 
me
e
t
i
ng
 r
ooms.
) (
Per
f
o
r
ms basic
 
cir
c
ulati
o
n functions such as che
c
k
 
in and ch
ec
kout, libr
a
r
y
 
ca
rd
 
re
g
istr
a
tion, and d
a
ta
b
ase maintenan
ce
.
) (
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 u
s
e of
 
the libr
a
r
y
, 
a
s it per
t
ains
 
to cir
c
ulation services.
)
 (
2
) (
Assists 
l
ibrary
 
pa
t
rons in 
t
he use 
o
f mobile d
e
vi
c
es and
 e
mer
g
i
n
g
 
t
e
chnolo
g
i
es, as th
e
y
 
app
l
y
 
to ci
r
culation serv
i
c
e
s.
) (
Particip
a
tes in continuing edu
ca
tion pr
o
g
r
am
s
.
) (
Abili
t
y
 
to plan
 
and 
a
dm
i
nis
t
er a
 
bu
d
g
e
t, ove
r
s
ee 
e
quip
m
ent and 
f
inan
c
ial
 
man
a
g
e
ment, as
 
it pert
a
ins to circulation
) (
Abili
t
y
 
to
 c
ommunic
a
te ef
fe
ctiv
e
l
y
 
with staff and 
t
he public 
a
nd maintain eff
ec
tive public
 
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,
 
c
a
t
a
lo
g
i
n
g
 
r
e
la
t
ed
 
servi
ce
s and current libr
ar
y
 
tr
ends.
) (
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 wri
t
ten
 
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 flu
e
nc
y
 
in the
 
E
n
g
lish la
n
g
uag
e
.
) (
Abili
t
y
 
to
 
adapt in an 
e
v
e
r-ch
a
n
g
i
n
g environme
n
t.
) (
Particip
a
tes in other duties 
a
s r
e
qui
r
ed.
) (
REQUIREMENTS
 
OF
 
THE
 
W
O
R
K
:
) (
Comp
l
etion
 
of
 
Master
’
s
 
deg
re
e
 
in
 
l
i
br
a
r
y
 
s
cie
n
ce
 
from
 
an
 
A
L
A
 
accredi
t
ed
 
ins
t
i
t
u
t
ion
 
is
 
pr
e
fer
re
d.
 
Equi
v
a
lent 
e
d
uc
a
tion and wo
r
k
 
e
x
perience
 
m
a
y
 
be 
c
ons
i
dered.
Two or
 
more
 
y
ears of
 
pr
ofession
a
l libra
r
y
 
e
x
peri
e
nc
e
.
 
Two or
 
more
 
y
ears of
 
m
a
nag
e
ment e
x
peri
e
nce.
Consid
e
r
a
ble
 
knowle
d
ge
 
of
 
c
u
rr
e
nt
 
a
nd
 
emer
g
i
n
g
 
t
e
c
hnol
o
g
ies
 
a
nd
 
de
m
onstrated
 
abili
t
y
 
to
 
app
l
y
 
them to libr
a
r
y
 
op
e
r
a
tions.
Abili
t
y
 
to
 
es
t
ablish
 
a
 
p
o
si
t
ive
 
working
 
r
elationship
 
with
 
library
 
trust
e
e
s,
 
staff,
 
other
 
ci
t
y
 
dep
a
rtme
n
ts, volunte
e
rs,
 
l
i
br
a
r
y
 
o
r
g
a
ni
z
ations and
 
the g
e
n
e
r
al public.
) (
WORK
 
CON
D
ITIONS
 
AND
 
P
HYSICAL
 
REQUIREMENTS:
) (
This work is p
e
r
f
o
r
m
ed in an o
f
fice 
e
nvironme
n
t
 
but does invo
l
ve lift
i
ng
 
o
r 
ca
r
r
y
i
n
g
 
up to 50
 
pounds and pushing
 
a
nd
 
pul
l
ing
 
obje
c
ts on wheels w
e
i
g
hi
n
g
 
6
0
-80 pounds.
 
W
ork do
e
s involve
 
fl
e
x
ible wo
r
k hou
r
s, including
 e
v
enin
g
s
 
and wee
ke
nds.
)
 (
3
) (
APPROVE
D
 
BY:
) (
D
e
p
a
rtment 
H
e
a
d
D
a
te
) (
Human Resou
r
ces Director
D
a
te
) (
Ci
t
y
 
Administrator
D
a
te
) (
T
h
e ab
o
v
e is 
int
e
nd
ed
 
to 
d
escribe t
h
e 
g
e
n
eral con
t
ent 
o
f
 
t
h
e requi
r
e
m
e
n
ts
 
fo
r
 
t
he
 
p
er
f
o
r
m
an
ce 
o
f
 
t
h
is
 
j
o
b
.
 
It is 
n
ot to
 
be c
o
n
s
t
r
u
e
d
 
as an
 
e
xh
a
usti
v
e
 
st
a
t
e
m
e
n
t 
o
f
 
d
u
ti
e
s, res
p
o
ns
ib
i
liti
e
s or re
q
u
ir
e
m
e
n
t
s.
)
