Job Description: Circulation Manager
(Date Approved by Library Board
Summary of Responsibilities:
Establishes and administers procedures for operation of Circulation Department. Supervises Shelving Supervisor, circulation staff, in coordination with other supervisors, regarding circulation desk work. Assists in the interviewing, training, and evaluation of circulation and shelving staff.
Education and Training Required:
Holds a Bachelor's degree from an accredited university or college. Exhibits a proven ability to deal with the public, manage a department, organize tasks, and initiate service improvements.
Reports to:
Library Director
Duties/Responsibilities:
Prepares weekly schedule for manning service desks (Circulation, Reference, and Children's Services) and the work schedule for shelvers.
Keeps track of vacation and meeting schedule for various staff members in order to insure proper coverage at all times in all areas.
Conducts interviews and hiring of circulation and shelving staff. Performs training and evaluation of circulation staff. Coordinates training of new shelvers with Shelving Supervisor.
Is aware of all events, shows, classes taking place at the Library and disseminates that information to all members of the Circulation staff so they can respond to any questions the public may have and be able to register interested patrons. Creates and maintains an events information binder at the Circulation Desk
Trains new Circulation staff. Creates and maintains manual and other necessary training materials for new employees.
Holds a Circulation Department meeting once a month to go over changes, discuss problems, etc. Communicates with shelvers about changes and problems as necessary.
Oversees the supply of necessary forms for patron and staff use at the Circulation Desk so staff is not left hanging at any time.
Prepares overdue notices on Tuesday and Friday mornings.
Sets Day End Processing in the Dynix Circulation Module each night and checks each morning to be sure that it ran properly.
Responds to patron's concerns regarding overdue notices they may have received, late fees they have accrued, claims they returned an item or never had one out that is on their record and then follows up with the appropriate documentation and disposition.
Runs monthly reports (Lost and Paid Reports, Claims Returned Reports, Trace Reports).
Calls patrons concerning items that are overdue to get the material back.
Decides if a damaged item is beyond repair and that the patron who borrowed it must pay for its replacement.
Puts traces on items that cannot be located in the library.
Creates new or replacement library cards.
Records receipt of the newspapers each day.
Corrects item records as necessary to reflect accurately their location, circulation period, etc.
Attends monthly staff meetings and training sessions (the latter, as appropriate).
Performs other duties as required to insure the smooth operation of the Library and the provision of excellent customer service.
Hours:
Full-time position. 35 hours per week.

