JOB DESCRIPTION
PUEBLO CITY-COUNTY LIBRARY DISTRICT
______________________________________________________​__________________​__

POSITION:
Adult Literacy Administrator
Organization Group:  Master 

DEPARTMENT:
R&RA
Level:  A

EFFECTIVE:
 July 24, 2018
FLSA Status:  Exempt

_______________​_______________________________________​_________________________

This Job Description identifies the major responsibilities of this job. 

▪▪ I.
POSITION PURPOSE
The purpose of the Adult Literacy Administrator is to increase adult literacy in the community through library programs, resources and services.  A key responsibility of the position is to administer PCCLD’s Adult Literacy Program by driving the program’s mission to support lifelong learning and encourage growth, achievement and success among its participants and to develop partnerships with outside organizations who share this vision. The position also supports the R&RA department by providing reference and readers advisory services to library customers, training customers on how to use the library’s resources; and by providing information to customers on outside resources.
▪▪ II.
RELATIONSHIPS
The Adult Literacy Administrator reports to the Manager of Reference & Readers Advisory and works in a team environment.  This position involves extensive interactions with customers, volunteers, outside agencies, co-workers and educational resources.  Work requires the ability to teach, motivate, and encourage adults engaged in the literacy program.   The position provides excellent customer service demonstrating the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background.
▪▪ III.
PRIMARY DUTIES AND RESPONSIBILITIES
Spends the majority of time in the administration of adult literacy programming across the district, and also a portion of time on scheduled customer service and activities such as meetings, training, email, etc. 

Leads the adult literacy program and serves as the primary contact for the library district on adult literacy issues. 
Evaluates new educational resources, pilot programs and tools for potential implementation.

Develops partnerships with outside organizations to build literacy coalitions. 
Identifies and serves target population learners, makes presentations, maintains statistics, monitors program success, and creates reports.
Works with Community Relations to promote the District’s Adult Literacy program.
Stays current on adult education trends.

Recruits, screens, trains, and supervises volunteers to serve as adult literacy tutors. Matches program participants to tutors. 

Ensures adequate coverage to maintain the program. 
Provides resources to tutors and on-going support for customers in the adult literacy program. 
Provides excellent customer service by proactively assisting customers to locate print and e-materials, answer questions, place holds and complete forms. Confers with other staff and makes referrals to other organizations and agencies. 
Instructs customers in the use of downloadable materials, databases, public computers, printers, copiers, laptops, e-readers, digital equipment, and other technologies.

Resolves customer issues and communicates library policies and procedures to customers.

This position will be assigned the role of Person in Charge (PIC) at the Rawlings Library on a regular basis to respond to any escalated customer service, emergency, or security issues and will work closely with the security officer on duty.

Supports team efforts to maintain a safe and secure environment for customers and staff by maintaining awareness of surroundings and working in accordance with safety policies and procedures.

Participates in regularly scheduled department meetings.  Attends All Staff Development Days and other training sessions to acquire new skills and to stay current on all information that is pertinent to PCCLD.

Reads daily organizational communications from intranet, e-mail, newsletters and print announcements.  Stays current on all library services, programs and events throughout the district. Regularly accesses electronic time keeping, payroll and personnel employee access systems.

▪▪ IV.
OTHER DUTIES AND RESPONSIBILITIES

Will cross-train and provide back-up coverage for other department positions for up to 10% of time worked.

May serve on library committees and special projects.

Performs other duties as needed.
▪▪ V.
EDUCATION, KNOWLEDGE, EXPERIENCE, SKILLS AND ABILITIES RE​QUIRED  

Education and Experience:  
Master’s degree in Library Science or Master’s degree in Education, with an emphasis in Adult Education preferred. 
Minimum of one year library or job related experience.  
Knowledge of adult learning methods.
Skills and Abilities:   
· Must have excellent customer service skills with the ability to communicate well with people of all ages, demographics, ethnic backgrounds and ability levels. 
· Ability to conduct reference interviews and adult student assessment interviews. 

· Knowledge of adult literature in print, electronic, periodical, video, digital and other mediums. 
· Ability to transfer information to a diverse population.

· Knowledge of adult education principles and adult learning models.  
· Demonstrated creativity in programming.  
· Strong attention to detail and organizational skills.

· Ability to understand, accurately use, and teach the use of a variety of software programs, including various databases and the library’s computer system.

· Public speaking skills.

· Knowledge of research techniques, reference resources, databases and internet resources.  
· Knowledge of library automation systems.  
· Ability to function under flexible and changing conditions.  
Physical Requirements:  Must be able to lift objects weighing up to 50 pounds and push /pull a fully loaded book cart weighing up to 200 pounds.

Other Requirements:  Must be able to work a flexible schedule including days, evenings and weekends.  Must submit to and successfully pass a criminal background investigation.  
Equal Opportunity Employer.
This is a new job description 




