Town of Halifax

Holmes Public Library

Technology Coordinator
Description:     The Holmes Public Library is seeking applicants for the position of Library Associate/Technology Coordinator. This is a 25hrs/wk with benefits position. Responsible for design and maintenance of library’s website, performing regular computer system updates, troubleshooting and offering one-on-one computer tutorials. Responsibilities include graphic design both in print, on the library’s website and social media sites, designing program flyers, monthly calendars, and other promotional material, assists patrons at the circulation desk as needed. Directly reports to the Director, represents the library at meetings. Day, evening and Saturday hours as required. 25 hours per week.    

Qualifications: Previous library, technology training, customer service and/or WordPress experience preferred
Education:  BA/BS required.

Salary:  $18.83hr (Grade 6 Step 1)

Closing date: May 21, 2021
Send cover letter, resume and 2 references to:

Jean Gallant, Director

Holmes Public Library 

470 Plymouth Street

Halifax, MA 02338

781-293-2271
Email: jgallant@sailsinc.org
Applications available at: http://www.halifax-ma.org/about-halifax/job-opportunities/files/employment-application

Full job description: http://halifax-ma.org/about-halifax/job-opportunities/files/job-description-library-technology-coordinator
Job Description

Reference Librarian

General statement of duties – The essential functions of this position are to:

•
Provide information services to library patrons of all ages, assist patrons in locating materials, researching topics and in the use of library resources. 

•
Develop and maintain adult reference and non-fiction collections, including overseeing collection development for the school curriculum frameworks.

•
Assists at the circulation desk. 

•
Provides both one-on-one and group training for both the general public and library staff in the use of the library, the library catalog, reference materials, computer databases, and the Internet. 

•
Plans, directs, and/or implements special projects involving library promotion and outreach activities.  

•
Publicizes library activities and materials through displays, bibliographies, brochures, news releases, newsletters, web sites and other new media .

•
Evaluates existing and emerging social media tools in the context of the library’s communication goals for various target audiences.  Develops and maintains these tools to achieve these goals, including Facebook, Flick’r, blogs, etc.

•
Represents the library on various library and community committees.

•
Performs other related duties and comparable duties as assigned.
Supervision – Reports to the library. Self-directed and as assigned by Library Director.

Illustrative example of work (Qualifying but not limiting) To maintain and deliver library services by answering requests for information and recreational reading.  Assist with collection development as well as weeding, rebinding, replacement and updating of the collection. Offers workshops on the use of library resources and technology.    Assists at circulation desk. Prepares library publicity and evaluates, recommends and implements new media tools.  Performs other duties as required.

Acceptable experience and training: BA/BS, MLS preferred.  Public library reference experience and experience on an automated library system preferred.

Required knowledge and skills: This is a public service position that requires a good knowledge of library operations, automated library systems, library collections, Windows graphics and web-design programs, and Web 2.0.  Good judgment, organizational skills and the ability to work with the public are required.

