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	Job Description

	Title: District Consultant
	Status:  Exempt

	Reports To: Executive Director
	Hours of Work:  Days; some evenings & weekends



	Position Summary:

	Provides library consultant services to the staff and board members for the Capital Area Library District. Coordinates the delivery services to public libraries in the Capital Area Library District.  Works with Senior Management Team to recommend, implement, coordinate, and evaluate programs and services for the development of the library system and the Capital Area Library District.



	Minimum Qualifications:

	Education/Training: MLS degree as recognized by the Office of Commonwealth Library.

	Experience: Five years of professional experience, including two years in a supervisory or administrative capacity with a public library.

	Required: PA driver's license, ability to lift 25 lbs. unassisted.



	Required Performance Standards:

	Communications:  Writes and speaks clearly, logically and concisely.  Listens effectively.  Demonstrates small and large group communication skills.  Keeps colleagues, team members and supervisors well informed.  Expresses clear objectives and goals and promotes strategies for staff buy-in.  Participates in group discussions.  Structures discussions, situations and assignments to encourage creativity.

	Customer Service:  Presents welcoming behaviors.  Remains helpful and professional with customers.  Responds quickly and cooperatively to requests from staff or public.  Follows DCLS guidelines and training for customer service approach.  Demonstrates ability to determine customer needs.  Follows up on customer transactions.

	Analytical Skills/Problem Solving/Decision Making:  Uses sound judgment in making decisions.  Constructively manages conflict.  Works with others to solve problems and achieve results.

	Technological Skills:  Demonstrates ability to use computers.  Demonstrates ability to access and use the Internet and electronic databases.  Demonstrates ability to use and maintain equipment basic to job.

	Workplace Maintenance/Management:  Maintains and manages workplace security and safety.  Pays attention to personal workspace housekeeping.

	Flexibility and Adaptability:  Remains calm in difficult, ambiguous, and challenging situations.  Responds appropriately to changes in direction and priorities.  Adapts personal style to work situations.  Takes corrective action when required.

	Interpersonal and Group Relationships:  Willing to work with and for others.  Supports and facilitates cooperation among others.

	Professional Standards and Ethics:  Protects and values patron confidentiality and organizational security.  Supports mission and vision of the library.  Upholds ALA's Library Code of Ethics as interpreted by DCLS.  Works toward furthering a library-conscious community.

	Professional Development and Leadership:  Seeks opportunities to pursue one's personal goals and those of the organization.  Sets and models high performance standards.  Encourages others to make good decisions and take ownership in decision-making and problem-solving.

	Time and Workflow Management:  Manages personal time effectively.  Manages workflow effectively.

	

	Environmental Conditions:

	Primarily works indoors, seated at a desk, using a computer.  Travels among district libraries and community organizations.  Provides own transportation and is reimbursed accordingly.



	Functions & Responsibilities:

	1. Provides professional library consultant services to library staff and board members for libraries in the Capital Area Library District.
2. Plans and implements a comprehensive continuing education program for district libraries.
3. Assists libraries in the preparation of state library reports and state aid plans, and submits same to Commonwealth Libraries on behalf of the district libraries.
4. Counsels district libraries and board members on library laws and regulations in the Commonwealth of PA.
5. Works with area organizations and individuals to promote and represent the library system and to encourage an interest in the library's mission.  Speaks to community groups about library services.
6. Works with Senior Management Team to review and develop policies, procedures, and long range plans to fulfill the vision and goals of the library system.
7. Negotiates and implements the goals and objectives of the annual negotiated District Services Agreement.
8. Prepares regular reports of library activities and use, prepares budget requests, writes grant applications to seek additional funding for library projects, and prepares other reports as needed.
9. Coordinates the delivery of district library services to libraries in the Capital Area Library District including hiring, training, supervising, and evaluating the delivery drivers.
10. Meets regularly with county library system boards of directors and, upon request or as deemed necessary, local library boards.
11. Attends staff meetings and continuing education workshops.
12. Performs other related duties.
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