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Job Title: 		Library & Information Services Coordinator  
Job Number:			L-096 | VIP: 1773 			
Band:			OPSEU- 8		
Department: 			Library & Archives			
Supervisor Title: 	Manager, Library Services
Last Reviewed:			September 7, 2022

JOB PURPOSE:
Under the direction of the Manager, Library Services, the incumbent is responsible for coordinating the day-to-day delivery of services at the DCLLC Service Desk and coordinates the Library Services Information Service staff. The incumbent will oversee Library staff working at the DCLLC Service Desk and schedules staffing of the DCLLC Service Desk. Shares responsibility for covering service points during all operating hours including evenings and weekends. Other responsibilities include directing the work of student employees and supporting the Manager.
Key Activities:
Library Service Desk
· Assists the Manager with reviewing, assessing, and updating workflows and procedures related to provision of services at the DCLLC Service Desk. 
· Develops and maintains DCLLC Service Desk documentation.
· Coordinates training staff on DCLLC Service desk responsibilities and tasks.
· Responsible for coordinating the tracking and reporting of statistics related to the DCLLC Service Desk for the purpose of assessing services and informing service desk hours.
· Advises the Manager on supply and equipment needs and hardware and software improvements for the successful operation of the DCLLC Service Desk.
· Works with the Manager to coordinate communications, marketing, and outreach related to the DCLLC Service Desk, and assists with maintaining webpages related to the DCLLC. 
· Responds to incoming questions in person, via telephone, and online/via email in a professional and timely manner and redirects requests and questions as appropriate.  
· Provides general reference services to assist patrons in clarifying and interpreting their information needs and recommends appropriate materials and sources to meet patrons’ needs.   
· Records statistics related to inquiries and patron numbers.   
· Provides basic instruction to patrons on how to conduct a search and gain access to materials and sources using the library’s discovery system and online databases (library-subscribed databases).  
· Provides effective front-line customer service, resolving or escalating patron concerns and troubleshooting issues with library technology such as the library’s discovery system, and online databases.  
· Performs the complete range of circulation duties including loans, returns, holds, transits, and fines and fees processing. 
· Assists with processing of physical items for course reserves.
· Communicates with other DCLLC staff and Bata Library staff in a proactive manner to share information that brings about the successful delivery of services.  
· Registers exempt patrons and external borrowers within the Library Service Platform (LSP), and issue library cards as appropriate.  
· Understands, communicates, and applies library policies and procedures.  
· Assists Manager with updating library policies, procedures, and workflows as they pertain to DCLLC. 
· As sole Trent Durham GTA campus staff member on site evenings and/or weekends, answers basic questions about the Durham GTA Campus and Trent University.
· Assists patrons with basic computer usage at DCLLC such as logging on and printing, and basic troubleshooting for printers and photocopiers. For issues that require more expertise, notifies IT as necessary. 
· Performs opening and closing procedures at the DCLLC during scheduled hours including unlocking and locking DCLLC doors. 
· In the event of an emergency, follows emergency protocols. Acts as primary contact for matters related to security and emergency services during evening and weekend shifts.
· Provides general library support as needed, including shelving, searching for, retrieving, and processing of library materials, and processing incoming and outgoing mail including resource sharing materials.
Human Resources
· Following priorities outlined by the Manager, shares responsibility for interviewing, training, hiring, and disciplining student library employees working at the Service Desk.
· Shares responsibility with other DCLLC staff for briefing, directing, and supervising student library employees, including developing student task list and workflows, and assigning extra duties as applicable.
· Develops and maintains documentation for DCLLC staff on briefing, directing, and supervising student library employees when working on the Service Desk. 
· Shares responsibility with other DCLLC staff for ongoing training and assessing student library employees as directed by the Manager. 
· Shares regular feedback on student library employee’s performance with the Manager. 
· Under the direction of the Manager, undertakes scheduling of DCLLC staff to ensure coverage of the DCLLC Service desk.
· Develops and maintains DCLLC Service Desk schedule and handles schedule conflicts and absenteeism with the Manager.
· Ensures that documentation and mandated training related to student library employees is complete, including job postings, income tax forms, Trent Work Study forms, and AODA (Accessibility for Ontarians with Disabilities Act) and Health & Safety compliance. 
· Maintains and monitors internal records of student library staff including student library staff job descriptions, assessments, contact information.
· Shares responsibility with the Manager for supervising and directing the activities of student library employees working at the DCLLC Service desk.
Information Services 
· Coordinates the activities of the Information Services staff, including reference, basic research help, and research triaging, as directed by the unit managers, and librarians.
· Assists the Manager with reviewing, assessing, and updating workflows, and procedures, related to Information services at both campus libraries.
· Assists the unit managers (DCLLC and Bata) with identifying gaps in Information services at both campus libraries.
· Responsible for creation and maintenance of Information Services documentation.
· Trains staff as directed by the unit managers and librarians in information responsibilities and tasks.
· Responsible for tracking and reporting Information statistics.
· Works with the unit managers (DCLLC and Bata) to coordinate communications, marketing, and outreach related to Information Services, including maintaining webpages related to information services.
· Participates in information services discussions and groups and remains current with information service technology and trends through active participation in communities of practice.
Course Reading Support
· Triages reading lists within the Library Services Platform (LSP) to support access to course materials, by reviewing citations, completing processing steps based on material type and status, and re-assigning lists to other library departments as needed. 
· Troubleshoots incomplete citations by reviewing bibliographic information and determining the correct resource or escalating the citation to a librarian.
Accessibility
·  Provides support for library accessibility services, including local administration of the Accessible Content ePortal (ACE) service.   
· Collaborates with the librarians and managers to ensure DCLLC staff are aware of library accessibility services and understand how to respond to or direct accessibility questions.   
· Assists with implementing accessibility standards, policies, and procedures in the Library.
Other
· Supports the maintenance of the physical collection including shelving, sorting, inventory, identifying and repairing damaged materials.
· Contributes to Library & Archives special projects as required such as events. 
· Facilitates learning related to information services in both formal and informal sessions.
· Sits on Library & Archives committees as needed and with the approval of the Manager. 
· Performs other duties as assigned by the Manager.
Education Required:
· General Bachelor’s Degree (3 years) 
· Library & Information Technician Diploma or an acceptable equivalent combination of education and experience. 

Experience/Qualifications Required:
· Five (5) years of experience in libraries (academic libraries preferred), showing progressive experience in coordination of library fulfillment services, such as circulation, course reserves, and/or interlibrary loan. 
· Two (2) years of experience working with Integrated Library Systems (ILS) or Library Services Platforms (LSP), including developing or working with system-generated reports.
· Demonstrated supervisory experience.
· Significant experience searching library catalogue and databases, and in providing library information and/or reference services.
· Evidence of superior service orientation exhibited through excellent interpersonal and communication skills and creative approaches to problem resolution.
· Demonstrated tact and diplomacy, and a strong commitment to the promotion of positive public relations amongst library patrons and staff.
· Proven ability to produce work of quality with a high degree of accuracy, while managing multiple priorities.
· Ability to work both independently and as part of a team, with awareness of when to take initiative and when to consult with others.
· Must be highly organized and able to take initiative.
· Demonstrated commitment to continuous improvement.
· Able to commit to and be flexible in work schedule, including working daytime, evenings and weekends.
· Physical ability to lift books and boxes, maneuver loaded book trucks, and lift and carry up to 15 kilos.
· Experience with library acquisitions is an asset.
· Experience Alma and/or Leganto is an asset.
· First Aid certification is an asset.
Supervision:
· Coordinator for Durham Library Service desk and Information Services staff. Provides training, guidance, and direction, assigning and monitoring work for accuracy and completion and providing input into staffing decisions and performance evaluations.   
· Undertakes scheduling of Library Service staff to ensure coverage of the Durham Library Service desk under the direction of the Manager.
· Directs the activities of student employees working at the Durham Library Service desk.
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