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Technology and Circulation Librarian    

Department: Technology/Circulation 			                   Job Family:  Administrative
Job Title:       Technology and Circulation Librarian   		        Job Code:  723
Immediate Supervisor:  Library Director                  FLSA Status: Exempt  
Salary Range:   $63,135.00 – $93,724.00		        DATE:	11/17/2025 


Employee’s Signature:  					Date:  				

Supervisor’s Signature  					Date:  				


GENERAL SUMMARY OF RESPONSIBILITIES:

Responsible to support the Library’s mission of excellence in customer service by maintaining the Integrated Library System, internet connectivity, computer based technologies and networks. The work includes support of all Library-oriented servers, software, and specialized hardware and software installations, printer, fax, scanner, and copier installation, support, troubleshooting and training; and basic network (LAN/WLAN) troubleshooting of firewalls, routers, switches, and hub. Also acts as Reference Librarian and Shift Supervisor by assisting patrons with research and information requests, providing front-line technology support, and training and assisting staff members. Also performs basic Collection Development duties included selection and weeding as well as providing patron and staff technology training.

This position also supervises the Adult Library Assistants. This includes conducting performance reviews every six months, training new assistants, and making the weekly and weekend schedules. 

Work is performed under the general supervision of the Library Director. Responsible for participating as a team member and for supporting the Library Board’s policies and long range goals. Work requires the exercise of a high degree of initiative, sound judgment and discretion in the performance of the duties. Supervises the work of Library Assistants.

SPECIFIC RESPONSIBILITIES:
ESSENTIAL FUNCTIONS OF WORK (May not include all of the duties performed.)

1. Manages staff to include: recruiting, staffing, selecting, hiring, supervision, evaluation, conducting staff meetings, delegation of tasks, etc.
2. Installation, configuration, updating, and troubleshooting of operating system software, networking software, ILS software, and other applications.

3. Setup, maintain, troubleshoot, repair, purchase, replace, reuse, and recycle computer hardware and peripherals.

4. Assist staff and patrons with on-site technical issues, general computing questions, connecting over the Library’s WLAN.

5. Coordinate with and communicate needs to Library software and hardware vendors, and local vendors.

6. Assess staff technology skill level, develop core technology competency requirements, and plan staff training accordingly with staff trainer. Develop curriculum for computer training classes and conduct training for staff and patrons in cooperation with other trainer(s).

7. Researches information for customers using the Library collection and computer system resources on OCLC, Internet, and other databases. Provides Library reference services and answers questions of a complex nature.

8. Provide professional reference services and library instruction to include actively engaging with library patrons to identify needs and interests, analyzing patrons’ requests and assisting with furnishing, or locating appropriate resources. Provide patron assistance at the circulation desk and maintain patron confidentiality. *

9. Supervise staff.

10. Maintain inventories of all computer and networking hardware assets, software licenses, and related documentation (IP addresses, user accounts). Retains software and databases licenses as well as service contracts for all network-related equipment.  

11. Consult with the Library Director and Library departments on future technology needs and new products. Evaluate the Library systems, new technologies, network enhancements, and procedures. Use information from this evaluation and consultation to recommend improvements which will assist to modify, develop, and follow the Library Technology Plan.
 
12. Draft RFP (Request for Proposal) documents and manage vendor bid process. 

13. Maintain an “operating book” containing all operational procedures for technology-related activities.  

14.  Maintain website as necessary and act as liaison for troubleshooting issues with the website vendor.

15.  Maintain statistical records, prepare and present monthly reports related to the work; assists in grant writing activities; attends Library-related meetings as needed; undertakes special assignments as needed.

16.  Orders new materials in assigned areas; makes collection   recommendations; keeps abreast of new offerings; and purges collection in assigned areas as needed.

17.  Administration of Windows-based servers including file server, web server, and specialized library servers (database, catalog, and remote patron authentication).

18.  Manage network security including firewall, content filter, anti-virus, anti-spyware, file and folder permissions, user accounts, system updates, and security patches.
Manage and maintain internal infrastructure, including firewall and switches, wireless routers and access points, and category cabling.

19.  Travel by various means to meetings, conferences, training, etc.

20.  Maintain positive communication and rapport with staff, customers, and external organizations

21.  Performs other related duties as assigned.

22.  Ability to be flexible with working hours as issues may arise that require working outside of “normal business hours”.


SUPERVISORY RESPONSIBILITIES:

	Supervises staff when shift supervisor. As well as managing approximately 7 adult library assistants.  This includes preforming performance evaluations and maintaining employee performance. 

POSITION QUALIFICATIONS (Knowledge, Skills, and Abilities) 

1. Degree in Library Sciences, preferred. Some computer science course work or an equivalent combination of training and experience. 

2. One to two years of IT experience with: 

a. Knowledge of principles and practices of personal computers, telecommunications and information technology.
b. Working knowledge of computers, Microsoft Word, Excel, Publisher and PowerPoint, and social networking sites (Facebook, Twitter, etc.).
c. Experience with firewalls, content filters, anti-virus or other security technologies.
d. Experience with Windows server environment, web technologies and software including, DNS, and DHCP.

3. Some knowledge of knowledge of principles, methods, and practices of professional library work, including the use of computer information systems, technical cataloging, circulation, classification and reference system. Including knowledge of MARC, LCSH, LCN and RDA.

4. Ability to communicate effectively, both orally and in writing, with staff, customers, and others.
5. Excellent and demonstrated problem solving ability, communications skills, organizational skills, and customer service.

6. Ability to manage time effectively, establish and meet priorities for service, maintenance, upgrades, and training.

7.  Ability to establish and maintain positive rapport with staff, clients, and other agencies and businesses, required. 

8.  Ability to be a team player working cooperatively with others

9.   Knowledge of library trends and development in library work, required.

10.   Knowledge of effective supervision methods and practices.

11.   Knowledge of patron interests and needs.

12.   Possesses outstanding understanding and proven customer service record.

13.   Ability to maintain records and prepare reports.

14.   Possesses an understanding of and uses of proper time management skills. 

15.  Ability to act in a professional manner in order to project the best image of the Minot Public Library to the people of the community.


PHYSICAL AND MENTAL DEMANDS:  (These support the essential function.)

Able to read and write, required.
Ability to communicate (hear and speak clearly) with staff, customers, and others. 
Ability to sit, stand, walk, bend, stoop, crouch and twist trunk, required.
Reaching overhead, horizontally, down, required.
Use of hands and arms, required.
Ability to lift a minimum of 20 pounds, required.
Pushing and pulling objects weighting 60 - 80 pounds on wheels.
Mobility: able to travel to meetings outside of the library when necessary.



WORK ENVIRONMENT:

Works indoors in controlled temperatures.
Works irregular shifts.
Works under low to medium stress.  

DESIRED MINIMUM TRAINING AND EXPERIENCE

Masters Degree in Library Sciences, preferred.  

NECESSARY SPECIAL REQUIREMENTS

Possession of (or ability to obtain) a North Dakota driver's license. 
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