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Job Specifics 
Title Public Services Librarian/Assistant Director 
Reports To Library Director 
Schedule Full-time, minimum of 35 hours/week. Scheduling flexibility required as work schedule 

may vary based on the needs of the Library. Evening and Saturday hours may be required. 
Starting Salary $34,500-$37,500 DOQ with a complete benefits package 
Updated July 1, 2022 
Job Summary 
Under the direction of the Library Director, the Public Services Librarian serves a key leadership role in the 
organization. The Public Services Librarian manages the public services staff, helps oversee general library 
operations, and collaborates with the Director on collections, programming, and Library policies and 
procedures. This position requires a comprehensive understanding of principles and practices related to public 
library work, with chief emphasis on delivery of outstanding library programs and services to the public. 
Professional development and community outreach are also key expectations of the position. In their role as 
Assistant Director, they act on behalf of the Library Director in their absence. 
Responsibilities 
Adult Services & Community Outreach 

 Provides reference and reader’s advisory services to the public. Assists patrons with technology 
services. 

 Assists the Director in planning and delivering programs for adult patrons including summer reading, 
book clubs and discussion groups, and other arts & cultural programs. 

 In consultation with the Director, oversees the Library’s participation in and programming for various 
book and program initiatives, such as One Book One Community and Longwood Gardens Community 
Read. 

 With the Director, develops innovative ways to market collections and services through book displays, 
e-newsletters, social media, and online reader’s advisory tools. Creates or delegates creation of 
marketing and display flyers and prepares information for press releases. 

 Performs outreach and represents the Library in the community and at appropriate events; ensures that 
community groups are kept informed of Library programs and services. 

 Oversees staff in scheduling and promotion of exhibits in the Library’s Art Gallery and Display Case. 
 Attends Friends of the Library programs and meetings of other affiliate groups as staff representative in 

the Director’s absence. 
 Attends or sends a staff delegate to the Cumberland County Library System’s Team meetings and 

keeps the Director and Youth Services Coordinator apprised of any decisions, projects, or changes that 
affect Library public services, staff training, or system policies. 

Collections & Technical Services 
 With oversight from the Director, selects and maintains audiovisual collections including DVDs, 

audiobooks, circulating software and hardware, and other technologies as relevant. 
 Responsible for the Library’s serials subscriptions, including ordering, adding items, filing claims for 

missing issues, and processing renewals.  
 Assists the Library Director with the processing of new materials to get them shelf-ready for circulation 

in a timely manner as outlined in processing procedures and trains other staff in processing. 
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 Creates spine labels for call number changes, processes local acquisitions, and adds item records to 
existing bibliographic records. Corrects item records when requested by the Director or the 
Cumberland County Library System to ensure an accurate and up-to-date library catalog. 

 Assists with the deletion of item records and preparing items for discard in a timely manner as outlined 
in the collection development policy and processing procedures. 

 Inventories and maintains an adequate amount of technical services and library supplies at all times. 
 Attends or sends a staff delegate to the Cumberland County Library System’s Technical Services 

Advisory Team meetings and keeps the Director and Youth Services Coordinator apprised of any 
decisions, projects, or changes that affect Library collections or technical services. 

 Uses the ILS to create lists for routine maintenance and as requested for special projects. 
 Performs other collection projects as assigned. 

Administration/Management 
 Assists the Library Director in personnel, budget, building, and administrative matters. 
 Assists the Library Director in compiling and reporting monthly and yearly statistics for the Library 

System and the Pennsylvania State Annual Report. 
 Provides assistance to the Library Director in oversight of the physical plant. 
 Stays up-to-date on professional developments through participation in professional organizations, 

system meetings, workshops, and continuing education requirements. 
 Participates in strategic planning processes for the Library, including recommending changes or 

improvements and developing new types of services and operations. 
 Assists with the updating and maintenance of the Library’s web page, including weather closings. 
 Serves as the Library’s Local Systems Administrator, the main point of contact with the System 

Headquarters office for computer repair requests, and information about the ILS and related software, 
WiFi, RFID, printing, and self-checkout. 

 With the Director, interviews and selects staff to fill vacancies in the public service departments 
 Supervises public services staff; trains; monitors workflow; reviews work; and performs performance 

evaluations collaboratively with the Director. Is responsible for the scheduling of staff to ensure 
effective coverage at all times. Provides desk coverage as necessary as a regular part of their schedule. 

 Represents the Library at system meetings and serves on Library System committees at the Director’s 
request, such as Policy Team and Training Advisory Team. 

Other Duties 
 As part of a team, all Library staff are cross-trained to provide support and perform duties in other 

areas as needed. 
 Assists at the reference and circulation desk as needed. Opens and closes the Library when needed and 

provides holiday coverage and Saturday on-call coverage on a rotating basis with other staff. 
 Attends other meetings as required or requested by the Director. 
 Other duties as assigned. 

Qualifications 
Education & Experience  

 ALA-accredited MLS or MLIS degree with 2-3 years of public library experience preferred, including 
experience in a supervisory role. A Bachelor’s degree and 3-5 years relevant library experience with 
plans to pursue a Master’s degree may be considered in lieu of an MLS or MLIS degree. 

Knowledge, Skills, & Competencies 
 Demonstrated proficiency in current and emerging technologies. Strong computer skills including 

advanced proficiency in Microsoft Office & Excel. Ability to quickly learn new software and its 
integration with existing platforms. Experience with an ILS required; Innovative/Sierra a plus. 

 Expertise in all modes of library reference, library instruction, and reader’s advisory services. 
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 Knowledge of public library programming practices and outreach. Capable of developing and 
implementing innovative and robust programming, and able to lead Adult Services with a positive 
attitude. 

 Ability to prioritize and manage multiple tasks at one time with creativity, flexibility, and a positive 
attitude. 

 Ability to exhibit good judgment and establish effective working relationships with colleagues, plan 
and coordinator the work of others, and exercise leadership and motivate others. 

 Ability to create engaging content on social media and virtual platforms.  
 Excellent decision-making and problem-solving skills. Produces accurate, thorough, professional work 

free of errors or mistakes. In the course of job performance is required to independently determine 
efficient task sequences and acts on own initiative. 

 Writes and speaks effectively and professionally, using consideration and tact.  
Required Clearances 

 PA Child Abuse Clearance 
 PA Criminal Record Check 
 FBI Criminal Background Check 

Physical Demands 
 Work demands physical effort in the handling of materials, boxes, carts, or equipment. 
 Performs work requiring extended periods of sitting or standing.  
 Regularly lifts and carries books and materials weighing up to 25 pounds; pushes and pulls carts, bends 

and reaches for books, uses repetitive movements, and performs work requiring extended periods of 
sitting or standing.  

 Ability to repetitively perform fine motor manipulations including typing and writing.  
 Ability to answer the phone and speak clearly. 

 
 
This document describes the position currently available. If is not an employment contract. Management reserves the right to add, modify, 
change or rescind work assignments as needed. The essential functions or duties listed above are intended only as illustrations of the 
various types of work that may be performed and are representative of those that must be met by an employee to successfully perform the 
essential functions of the job. The omission of specific statements of duties does not exclude them from the position if the work is similar, 
related, or a logical assignment to the position.  

 


