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	TextField1: Summary: The Director of Library Services is involved in all phases of operations of the Holmes Community College library system. The position requires the ability to supervise others, assist students and faculty with informational needs, and maintain computer technology. The Director is responsible for maintaining financial records and ensuring the library’s mission statement supported and effective. The Director of Library Services performs in-depth, strategic research to analyze and filter information.    Duties and Responsibilities:1. Oversees the central processing of the library district.2. Responsible for preparing, obtaining quotes, and defending during approval the line item budget for all campus libraries.  Ensures purchasing requirements and budgets are adhered to throughout the fiscal year.3. Responsible for ensuring the acquisition of books, journals, e-books, databases, computers, computer software, equipment and AV for all campus libraries meet the needs of the institution.4. Provides direction and support for all library staff.5. Supports the curriculum and needs of the students and faculty through individual and/or class instruction in library and computer skills. These include navigating databases, using software and internet programs as well as locating needed materials in print.6. Ensures all libraries have unified policies and materials7. Responsible for the maintenance of computer programs and software as they impact the library system including working directly with SIRSI, EBSCO, and OCLC vendors. 8. Maintains the library’s website and portal.9. Organizes library outreach initiatives and public relations to promote all campus libraries to maximize use and image.10. Responsible for internal and external reporting.11. Responsible for establishing, writing, and monitoring policies, Strategic Planning Goals, Institutional Effectiveness Assessments and other accreditation documents and duties for the Library.12. Performs miscellaneous job-related duties as assigned. 
	TextField1: MINIMUM JOB REQUIREMENTS:• Master’s Degree in Library Science or Library and Information Science from an accredited college or university AndThree (3) – Five (5) years of relevant administrative experience that is directly related to the duties and responsibilities specified.• Three years supervisory experience preferredKNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:• Ability to communicate effectively, both orally and in writing. • Ability to navigate the internet and web-based databases.• Understanding of the SIRSI Unicorn library system.• Able to use the Dewey-Decimal system to shelve and locate books.• Understanding of the latest technology for researching.• Ability to maintain inventory of equipment.• Knowledge of computer, projector, overhead, DVD player etc. set up for staff and visitors.• Ability to understand and follow specific instructions and procedures. • Word processing and/or data entry skills. • Skilled in the use of operating basic office equipment. • Ability to maintain confidentiality of records and information. • Excellent organizing and coordinating skills. 
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