COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION 

JOB TITLE:
Coordinator for Library Access Services 
PAY GRADE:
P-11
OVERTIME STATUS:
Exempt
MAJOR RESPONSIBILITY: 
Supervise Library Access Services area employees and functions.  Support the instructional program by assisting students, faculty and staff in the use of the library, including reference service and library instruction, both on-site and online. 
PREREQUISITES FOR POSITION (Qualification Standards):
1. Education or Training   ALA-accredited Masters in Library Science required.

2. Years of experience in field: Minimum of two years of professional experience in a learning resource center or library facility required. Additionally, one year of supervisory or management experience preferred. Experience using an automated library management system is required, including familiarity with electronic databases, integrated automation systems and the Internet.

3. Special skills or abilities related to position: Positive human relations skills.  Ability to establish and maintain effective working relationships with students and faculty.  Proficiency in written and oral communications skills.  Ability to work independently and with others in a changing environment.  Commitment to the community college learning resources program concept.  Evidence of initiative, resourcefulness, and adaptability.

ESSENTIAL JOB FUNCTIONS:

1. Coordinate and supervise Library Access Services functions: Circulation, Interlibrary Loan, Reserves, Cataloging, Acquisitions, and Serials.
2. Supervise, evaluate and schedule Library Access Services staff: 2 Senior Library Technicians and 2 Library Technicians.

3. Provide reference and research services at the Reference Desk and online.

4. Provide library instruction on-site, online, via interactive video and at other college sites.
5. Develop materials and conduct workshops on topics related to effective access and utilization of information resources.

6. Serve as a library liaison to the University Center partners.

7. Serve as a library liaison to assigned academic departments.
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ESSENTIAL JOB FUNCTIONS (Continued):
8. Participate in collection development of print, non-print, online databases and Web resources.
9. Work with staff to develop, implement, evaluate and improve services.

10. Assist the Dean in development of the annual Learning Resources plan and budget  for assigned areas of responsibility.
11. Participate in professional development activities and serve on college committees.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required)

ESSENTIAL PHYSICAL SKILLS

· Acceptable eyesight (with or without correction)

· Acceptable hearing (with or without hearing aid)

· Ability to communicate both orally and in writing

· Ability to access, input, and retrieve information from a computer or other electronic device

ENVIRONMENTAL CONDITIONS
· Works in a library environment
(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
PRIMARY LOCATION OF JOB:
Building 3, Ocala Campus


SUPERVISOR OF POSITION:

Dean, Learning Resources
5/1/06

