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Job Description

Job Title: Manager, Automation Services


FLSA: Exempt
Date:	9/2026


[bookmark: _GoBack]Job Summary: Under the direction of the Executive Director of the Upper Hudson Library System (UHLS), this position manages and leads the Automation Services Department, providing network management, website support, and Integrated Library System (ILS) administration to our 29 member libraries. The incumbent is responsible for building relationships with our member libraries and the ideal candidate will be able to capably manage long-range projects and same-day issues as they arise. The Manager works closely with member library staff, vendors, and consultants to keep circulation systems, patron-facing discovery tools, staff hardware, and 20+ hosted websites running reliably.


Essential Functions:

1.  	Manages the Automation Services Department, including training and
management of staff. This includes evaluating performance, scheduling,
and fostering a collaborative, service-oriented environment;
2.  	Collaborates closely with UHLS Executive Director, UHLS Managers,
UHLS member library directors, staff, and the Automation and Cataloging Advisory Committees to continually improve system-wide service and internal workflows; Provides monthly reports to the UHLS Board of Trustees;
3.  	Administers all aspects of technology infrastructure, including directing
and overseeing, planning, installing, maintaining, and supporting of the ILS, networks, servers, telecommunications, and public and staff computers;
4. 	Manages Help Desk; Diagnoses and fixes networking issues on site and
	at member libraries;
5.  	Helps prepare, administers, and monitors the Automation Services
budget, including forecasting needs;
6.  	Manages contracts with vendors, forecasts need and identifies
opportunities for cost savings;
7.  	Assesses, researches, recommends, and procures hardware and software
and manages the purchasing process for new IT equipment and software
with the aim of making sure the system and its member libraries have the
best technology to serve their communities;
8.  	Ensures data security and recovery by developing, implementing, and
maintaining IT policies and procedures for security, data backup, and disaster recovery to protect the system and its member libraries’ technology and patron data;
9.  	Serves as liaison to vendors for troubleshooting and advocating
ILS-related and other assigned issues on behalf of library staff and patrons;
10.  	Helps develop and implement policies, procedures, and practices related
to the ILS and technology;
11.  	Manages statistics gathering by maintaining SQL-based reports for
circulation, weeding, diversity audits, patron demographics, and financial
reconciliation, often using Perl or similar scripting;
12.	Maintains awareness of developing trends, products and legal requirements in
the field - such as AI and WCAG - and assists libraries with use and compliance;
13. 	Performs other duties as assigned and required.



Required Knowledge, Skills, and Abilities:  

Required Knowledge:
1.  	Strong knowledge and understanding of integrated library systems (ILSs),
current and emerging library technologies, and customer service best
practice;
2.  	Best practices in public library services and the ability to have a broad
 	vision for the future;
3.  	Principles and practices of budget development and administration;
4.  	Principles and practices of developing teams, motivating employees, and
managing in a team environment;
5.  	Voice/data network and transmission technology;
6.  	Familiarity with both Google Workspace and Microsoft 365 accounts for
library staff;
7.  	Demonstrated experience administering both Linux and Windows
operating systems in a production environment;
8.  	Hands-on experience supporting and troubleshooting WordPress
websites, including plugin management, database issues, and
performance tuning;
9. 	Working knowledge of Perl or comparable scripting language for report
generation and process automation;
10.  	Experience with MySQL;
11. 	Direct experience administering an ILS, including loan rules, patron
records, notices and reporting;
12.  	Familiarity with OCLC or other cataloging utilities.
Required Skills:
1.  	Problem-solving, critical thinking;
2.	Strong project management skills;
3.  	Planning, organizing, and supervising staff;
4.  	Training others in best practices, policies, and procedures related to work;
5.  	Coordinating efforts with a wide variety of staff with a wide variety of
technical knowledge;
6.  	Excellent oral and written communication skills;
7.  	Strong interpersonal skills, a positive attitude, and enthusiasm for learning;
8.  	Ability to give efficient presentations to small groups;
9.	Commitment to the mission of the Upper Hudson Library System and
	quality public library service;
10.  	Using tact, discretion, and prudence in working with others.







Education and Experience:
Bachelor’s Degree in Computer Science, Information Systems, or a related field; AND a minimum of 5 years of relevant professional experience, including three years in a supervisory role; OR an equivalent combination of education, technical training, and experience. A Master’s Degree in Library and Information Science and library work experience is preferred, but not required.
Required Certificates, Licenses, and Registrations:
This position requires travel to member libraries in Albany and Rensselaer Counties. A valid driver’s license and reliable personal transportation are necessary for this function. Mileage will be reimbursed at the federal rate.



The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

This is a full-time position, with a 35-hour work week scheduled Monday-Friday, plus an hour lunch, with occasional evening and weekend hours required for server outages or scheduled maintenance windows. This position currently offers remote work, up to two days per week, subject to the organization’s needs. The position includes a competitive benefits package and participation in the NYS Retirement System. The salary range for this position is $95,000 - $105,000. 
Reasonable accommodations may be made to enable qualified individuals, with disabilities, to perform the essential functions of this job.
Please submit a cover letter, resume, and the names and contact information for three professional references via email to searchcommittee@uhls.org. Applications are due by COB Friday, October 9, 2026. 
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