Technical Services Supervisor

Storms Research Center

This full-time, benefited position is available in the Storms Research Center at Valley Forge Christian College immediately.  The Technical Services Supervisor reports to the Public Services Librarian and is primarily responsible for the cataloging and repair of library materials.

Essential Responsibilities:

· Provide copy cataloging and physical processing services to make new and donated items ready for the library collection.

· Work closely with the Public Services Librarian to maintain the SRC’s print collection.

· Manage the SRC’s print serials collection.

· Maintain the SRC’s collection of AV equipment.

· Repair damaged library materials as needed.

· Maintain statistics indicating the number of items donated to the library.  Coordinate with the Development Office to ensure donors receive recognition for contributions to the SRC.

· Provide back-up coverage at the Circulation Desk as needed.

· Answer directional and routine reference questions.

Other Duties and Responsibilities:

· Assist the Director and/or librarians with special projects as needed.

· Attend departmental and VFCC staff meetings.

· Order and track supplies for the SRC and classrooms.

· Supervise work-study students in the absence of librarians and the Circulation Manager.

· Process the library’s mail.

· Responsible for opening and closing procedures as assigned.

· Evening and weekend hours required.

· Other duties as assigned.

Qualifications:

· Previous library experience preferred.

· High School diploma required.  Some college preferred.

· Must be a detail oriented person with the ability to multitask and work independently.

· Basic knowledge of AV/multimedia equipment.

· Basic knowledge of book repair a plus.

· Good interpersonal and customer skills required.

· Must have the ability to lift 20-25 pounds.

· Must have the ability to use computers, including the use of Microsoft Office products, searching the Internet, and the ability to use related equipment.

To be considered, please submit resume to:

Veronica Bird

Director – Human Resources

Valley Forge Christian College

E-mail: rabird@vfcc.edu
Fax: 610-917-3951

