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City of Winslow 

Job Description 
  

Position Title: Library Programs Coordinator 

Department:  Library 

Reports to:  Librarian 

Salary Range: 38 ($29,820-37,598/yr) 

FLSA Status:  Non-Exempt 

 

GENERAL PURPOSE 

A para-professional position, which coordinates the various programs, events, and other activities hosted by the 

Library for a variety of age ranges.  Work is performed in accordance with established policies and procedures and 

requires the exercise of independent judgment.  This position requires frequent public contact and the ability to 

manage complex situations.  Per Section 3.20.010 of the Winslow Municipal Code, this position is a tentative “At-

Will” appointment and subject to a probationary period of six (6) months from the date of hire. Upon successful 

completion of a probationary period, a non-management employee shall be granted regular status in the 

classification in which the probationary period is served. 

 

SUPERVISORY RESPONSIBILITIES 

May supervise and coordinate the work of volunteers, library aides and clerks, depending on experience. 

 

ESSENTIAL DUTIES AND. RESPONSIBILITIES 

 Oversees the scheduling, marketing and coordinating of programs and events with vendors, sponsors, 

instructors, volunteers, and other service providers; creates and distributes schedules and calendars 

identifying events, locations and other pertinent information. 

 

 Plans, prepares, advertises and conducts public attendance programs, such as story times, computer classes, 

book discussion groups, etc. for adults, teens, youth, children, and multi-generational depending on 

assignment. (ex. Story time, summer reading program, STEAM, etc.) 

 

 Performs public relations duties, community outreach, programming and school tours. Recommends 

appropriate books for reading levels and personal interests. Provides instruction for patrons in searches for 

materials, printing, and placing holds. Provides articles of interest for the library’s newsletter. Assists in 

performing essential duties of absent staff members. 

 

 Actively participate in community events and seek to partner with other organizations/clubs/other libraries in 

the service area to enhance the library’s use. 

 

 Establish and maintain a positive, effective and cooperative working relationship with internal and external 

patrons, staff and volunteers as well as city employees, community leaders and the public. 

 

 Provide reference and reader's advisory services to customers in person, by phone, and through email. 

 

 Instruct individual customers or small groups on the use of PCs, the online catalog, various databases and the 

Internet. 
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 Prepare book displays, create posters, bibliographies, bookmarks, bulletin boards, games, and promotional 

displays. 

 

 Respond to customer concerns in person, on the telephone, and online. 

 

 Prepare cash summary, balance monies received, and balance cash drawer. 

 

 May serve in lead role as appropriate 

 

 Maintains the overall orderliness and appearance of the children’s and young adult’s department. 

 

 Operates automated circulation system to check materials out and in and catalog system to locate materials. 

 

 Sorts and re-shelves library materials. 

 

 Visually checks for accurate and orderly sequence, re-shelving misplaced books and searches for lost books. 

 

 Other duties may be assigned 

 

 

QUALIFICATIONS 

1. Minimum Education and Experience 

a) Minimum of one-year college working towards an Associate’s Degree; coursework in child development and 

early childhood education desirable.  

b) Two (2) or more years of experience in general office clerical tasks with computer operation skills. 

c) Any combination of training, education and experience which provides the required knowledge, skills and 

abilities to successfully perform the duties associated with the position. 

d) Experience coordinating large events 

 

2. Desired Knowledge, Skills and Abilities 

a) Knowledge of basic library principles, methods, materials, and practices. 

b) Familiarity with Windows Office software and internet search strategies. 

c) Knowledge of the Dewey Classification Schedule and library shelving rules. 

d) Ability to work independently and with minimal or no supervision. 

e) Ability to develop, coordinate and direct programs and activities. 

f) Familiarity with books, authors, reference sources and databases. 

g) Ability to communicate effectively with patrons, City staff, and community leaders orally and in writing. 

h) Ability to use and maintain general office equipment. 

i) Ability to resolve complex patron situations with a win/win outcome. 
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PHYSICAL DEMANDS 
1. The employee is required to see, sit, talk and hear. 

2. The employee is required to stand, walk, use hands to finger, handle, feel or operate objects, tools, or controls, 

and reach with hands and arms. 

3. Ability to be on your feet many hours per day with the additional ability of walking up and down stairs on a 

regular basis. 

4. Must be able to lift 25 pounds or more occasionally. 

 

WORK ENVIRONMENT 
1. Work is primarily performed from an active customer service desk as well as in an office type setting. 

2. On occasion, work is performed in a variety of outdoor environments and off-site facilities. 

3. The noise level is moderately quiet. 
 

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statement of duties 

does not exclude them from the position if the work is similar, related or a logical assignment to the position. 

 

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the 

needs of the employer and requirements of the job change. 

Revision Date: November 5, 2019 


