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Monona Public Library

Position Description

Information Services Coordinator (40 hours)

General Provisions:

The work involves a high level of professionalism carrying out managerial responsibilities. The 

information services coordinator serves as the team leader for public services; coordinates 

selection of library materials and electronic resources; manages the work flow at the service 

desks; and coordinates the implementation of grants and special collections. Service coordinators 

serve as part of the management team responsible for development of a program of library 

service to the community. They are responsible for maintaining a high level of friendly, efficient 

customer service at the library.

The essential duties listed below are representative of those carried out by the information 

services coordinator. This list is not meant to be all inclusive.  Other tasks may be assigned if 

they are of a similar nature. All library employees must be willing and able to work a flexible 

schedule including some nights and weekends.

Duties and Responsibilities

 A. Supervises the Work of Public Services Staff

 1. Monitors work of ongoing projects by staff members; serve as job coach; makes 

individual work assignments as necessary.

 2. Works with staff to develop annual personal development plans and work 

objectives; performs annual staff evaluations; coordinates continuing education 

for staff.

 3. Holds regular staff meetings as well as one-on-one progress meetings with 

individual staff.

 4. Develops procedures for the effective delivery of service from the service desks; 

prepare or supervise preparation of weekly desk schedules for the servcie desks.

 B. Collection Management

 1. Establishes and reviews short and long term priorities for resource material 

development plans; makes selection decisions for the adult & young adult 

collections and periodical collection.

 2. Establishes and review weeding schedule for adult and young adult collections; 

coordinate participation of staff in ongoing weeding.

 3. Manages budgets for reference, adult, and young adult collections.

C. Information & Readers’ Advisory

  2. Directly assists patrons with informational queries

  3. Coordinates “Book a Librarian” service

  4. Develops and conducts informational workshops for patrons



  5. Supervises a coordinated program to promote reading through the development of 

 pathfinders, topical aids, acquisition of print and web-based readers’ 

 advisory tools, online discussions, etc.

  6. Coordinates staff involvement in the development and execution of events, 

 classes, online programs, outside talks, etc., aimed at improving reference and 

 readers’ advisory and promoting reading within the community.

 D. Miscellaneous

 1. Works a regular schedule of hours at  the Service desks including some nights and 

weekends.

 2. Works with other members of the management team to develop cross training 

opportunities for librarians and library assistants working in other services.

 3. Prepares administrative reports as requested.

 4. Participates in community relations by conducting tours, public speaking, etc.

 5. Maintains a high level of professional development by participating in continuing 

education activities, being involved in professional organizations, staying current 

on new developments in librarianship and new technologies.

 6. Writes grants and develops proposals for special projects.

 7. Submits budget requests to the Director.

 8. Reviews and develops policy and procedural recommendations.

 9. Makes recommendations regarding furniture and equipment needs and 

improvements in the physical layout of the library.

 10. Facilitates involvement of library staff in participating with other city employees’ 

short or long term work teams to further the goals of city government as a whole; 

participates in the advancement of other community organizations.

 E. Serve as a Member of the Library's Management Team

 1. Attends management staff meetings.

 2. Confers with other service coordinators and the library director regarding 

activities and services which impact other areas of the library.

 3. Serves as person-in-charge of the building when designated.

 F. Professional involvement

 1. Participates in continuing education activities.

 2. Maintains active involvement in state and national professional organizations.

 3. Serves as a liaison between the library and community groups and other local and 

state organizations.

 4. Keeps abreast of new technology as well as future and current issues in 

Information and Library Science, especially as it pertains to information services 

and community libraries.

Requirements

A.  Knowledge and Skills



 1. Ability and willingness to adapt to new technologies and service paradigms; exhibits 

flexibility when faced with changing situations; able to work in an ambiguous 

environment.

 2. Ability to partner, work within teams, build alliances and relationships, identify win-win 

solutions, and build participative processes.

 3. Ability to demonstrate accountability, integrity, and influence; have future focus and 

accept the responsibilities of being a leader; ability to mentor other staff members.

 4. Extensive knowledge of collection development, information services, and planning and 

marketing for community libraries; ability to design and implement upper level data 

analysis and apply findings.

 5. Extensive knowledge of current and developing technology that may impact information 

delivery and other library services; extensive knowledge of consumer trends in 

technology and customer preferences in electronic media and the ability to relate them to 

libraries.

 6. Ability to work independently; excellent organizational and problem solving skills.

 7. Ability to train new staff and assist existing staff in adapting to new procedures or 

implementing new services and/or technology.

 8. Ability to explain and promote library services to a diverse constituency.

 9. Ability to work cooperatively as part of a management team and to work closely with 

other sections of the library, library system, and peer libraries around the state.

 10. Ability to communicate effectively orally and in writing with both the public and fellow 

staff.

 11. Ability to work effectively as part of a team and establish positive, mutually supportive 

working relationships with other staff.

 12. Ability to use good judgment in evaluating situations and making sound decisions under 

pressure while handling emergency situations.

B.  Education/License/Certification Requirements

 1. American Library Association accredited Masters Degree in Library  Science or relevant 

professional experience. 

 2. Minimum of four years of professional library experience in public services.

 3. Supervisory and managerial experience desirable.

 

C.  Physical Requirements

 1. Standing, walking, stooping, and reaching.

 2. Talking and hearing; use of the telephone.

 3. Far vision at 20 feet or further, and near vision at 20 inches or less.

 4. Handling:  picking up and shelving materials.

 5. Fingering:  keyboarding, writing, filing, and sorting.

 6. Lifting, carrying:  30 pounds or less.

 7. Ability to push or pull a cart of materials on wheels weighing 60 - 80 pounds.

 8. Ability to work long hours while standing.
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Erick Plumb <eplumb@mononalibrary.org>

Breakdown of Tech costs
2 messages

Erick Plumb <eplumb@mononalibrary.org> Thu, Dec 1, 2011 at 4:09 PM

To: Jon Mark Bolthouse <jonmark@scls.lib.wi.us>

Hi Jon Mark:

My Board has asked to me to do a full review of our technology costs and options as we begin planning for

2013 and beyond.  Next year, Monona is paying $14,296 in tech fees to SCLS. Is there a breakdown of what

those costs include that I can show my Board? For instance, $X goes to hardware support, $X for software

upgrades, etc? 

Thanks for your help.

Erick

--

Erick Plumb, Director | eplumb@mononalibrary.org

Monona Public Library | http://www.mononalibrary.org/

1000 Nichols Road, Monona, WI 53716

608.216-7458

2010 WLA and SCLS Library of the Year

Jon Mark Bolthouse <jonmark@scls.lib.wi.us> Fri, Dec 2, 2011 at 4:04 PM

To: Erick Plumb <eplumb@mononalibrary.org>

Hi Erick,

In some cases, we can glean out actual costs, such as the actual costs

for software installed on SCLS-supported PCs or the cost that TEACH

charges us for the Badgernet line to each library and/or branch.  In

other cases, it's sort of fuzzy, like the overall membership fee we

pay to Wiscnet.  We know that exact cost but I don't know if it's

accurate to say Monona pays 1/53 of that fee as part of their overall

SCLS technology fee.

In still other cases, it's very fuzzy, like PC support.  Various staff

members interact at various times throughout the support process, and

since staff members are paid different salaries, you've got various

costs right from the get-go.  Moreover, there's a back-end

infrastructure made up of servers and network equipment that allows us

to do what we do.  That's a significant cost on its own, but since

it's spread out over 1,200 or so PCs, the actual cost to any

library--big or small or in between--is less than if the library were

to run the same equipment on its own.

I think it might be helpful to sit down and I can go over the various
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costs associated with service from SCLS with you so that you can share

this information with your Board and come up with the best overall

plan for Monona.  I've had time to read through the notes from  the

library visit that Cheryl Becker had with you and think it would be

good for both of us to talk about the relationship between both you

and me, and SCLS and Monona.  I'm concerned about several of your

comments to her and want to see if we can't talk about them.

Would you be able to meet sometime next Friday (December 9th)?  I'm

pretty much free all day.

Let me know if that works for you.

Thanks in advance,

Jon Mark

[Quoted text hidden]

--

Jon Mark Bolthouse

Technology Projects Manager

South Central Library System

jonmark@scls.lib.wi.us

IM: sclsjonmark

(608) 242-4718

Helping our 53 member libraries provide the best possible service to the public.
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