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

POSITION:
Collection Development Librarian
Organization Group:  Master

DEPARTMENT:
Technical Services, Collection Development
Level:  B

EFFECTIVE:
 November 13, 2016
FLSA Status:  Exempt

_______________​_______________________________________​_________________________

This Job Description identifies the major responsibilities of this job. 

▪▪ I.
POSITION PURPOSE

The purpose of the Collection Development Librarian is to maintaining outstanding library collections by selecting and deselecting all print, e-materials, and devices that meet the diverse interests and needs in the community.  This is accomplished by analyzing the collection and monitoring trends, identifying high demand materials and working with department managers and librarians to ensure the best possible purchases are made.
▪▪ II.
RELATIONSHIPS

The Collection Development Librarian reports to the Director of Technical Services & Collection

Development and works closely with other Collection Development Librarians and as a team member of the 
department.  Works with managers and librarians from other departments to take suggestions for 

purchases.  Builds good working relationships with other libraries and vendors.  Networks within the industry 
to stay current on collections trends.  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
Responsible for collection development of materials for the district by maintaining a thorough knowledge of books, authors, publishers and review media to insure selection of current and retrospective items required for a vibrant, timely and comprehensive public library collection.

Uses evidence-based software to make queries and create custom reports.
Analyzes collection activity trends to make decisions on material selection and de-selection for all material formats.  Physically processes weeded items.
Expedites the purchases of materials that are in high demand or immediate need in support of library programs and events.

Monitors materials spending in accordance with the budget and materials spending goals.

Makes presentations on collection development changes and updates to staff across the district.  Provides training on new processes.

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

Occasionally is assigned to the role of Supervisor in Charge for the Rawlings Library including oversight of safety, building security and of the security guard on duty. 

May serve on library committees and special projects.

Performs other duties as needed.

▪▪V.
QUALIFICATIONS
Education and Experience:  A Master’s Degree in Library Science from a college or university accredited by the American Library Association is required with demonstrated knowledge of standard collection development practices.  One year of professional library experience is preferred.
Skills and Abilities:  Knowledge of library principles and practices is required including standard collection development practices. Requires knowledge of reference tools and research techniques.  Strong analytical skills are needed including the ability to query and gather statistics and create reports.  Financial skills to include budgeting, purchasing and maintaining accounting records. Ability to conduct complex reference interviews, to analyze requests and to apply research skills to locate specialized information or provide customers with alternative sources.  Excellent customer services skills are required including the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background.  Presentation and training skills are needed. Must possess strong computer skills with the ability to use a variety of electronic and digital devices and e-resources; possesses a keen interest in using and learning new technologies.  Ability to function under flexible and changing conditions.  
Physical Requirements:

The job is physically demanding requiring the ability to do repetitive work including hours of standing, bending, squatting, reaching, lifting, pushing and pulling.  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.
___________________________________________________________________________________________
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