
PARK RIDGE PUBLIC LIBRARY 
 

JOB DESCRIPTION 
 
Recognizing that formal job titles and job descriptions cannot define every employment situation nor 
be comprehensive in every case, and having the intent to provide the employee with the opportunity 
to expand his/her work experience while reserving flexibility to the Library to adapt to future needs, 
and with the aim that this document not be interpreted as restrictive in any way, the following job 
description is effective as of February 21, 2012. 
 
The Park Ridge Public Library is an Equal Opportunity Employer and will make reasonable 
accommodations to disabled persons in performing his/her job responsibilities.  
 
This description updates and supersedes all previous job descriptions of this position. 
 
Department  TECHNICAL SERVICES   
 
Job Title  Manager / Assistant Library Director   
 
Job Title of Supervisor  Library Director   
 
Qualifications: Education: Master's degree in Library Science from an ALA-accredited 

institution, including course work in cataloging/technical services. 

 Experience: At least 3 years of supervisory experience.  
At least 2 years of cataloging experience in a public library 
demonstrating thorough knowledge of current cataloging rules and 
practices, OCLC formats and procedures, Dewey Decimal System 
and Library of Congress Subject Headings.  
Experience with computerized online catalog (preferably SIRSI 
iBistro/WorkFlows). 

 Civil Service: Exempt. 

 Fair Labor Standards Act: Full-time positions are not exempt. Part-time positions are exempt.  
 

Essential Functions:  
 

1. Interacts positively with people of all ages and temperaments.  
2. Implements Library policy as directed by the Library Director and the Board of Trustees. 
3. Supervises all operations and functions of the Technical Services Department. 
4. Plans and implements short-term and long-range goals, objectives and strategies for the 

Technical Services Department; reports progress of goals on a regular basis. 
5. Plans for the staffing needs and directs the hiring process for the Department; staffs and 

organizes Department to implement goals. 
6. Supervises and evaluates Technical Services Department staff. 
7. Plans and implements yearly two-year budget plan for the Department. 
8. Clarifies Department and Library procedures and policies for staff. 
9. Actively supports Library policies and procedures. 

10. Trains new staff and updates all staff as changes occur in policies and procedures. 
11. Formulates, implements and revises Department policies and procedures. 
12. Coordinates activities with other departments; promotes closer cooperation between all 

Departments of the Library 
13. Performs original and copy cataloging in OCLC MARC formats, using current cataloging rules; 

assigns Dewey Decimal Classification numbers and Library of Congress Subject Headings. 
14. Acts as final authority for questions and problems relating to the operations and functions of the 

Department, including cataloging, classification, acquisitions, data entry and finishing of 
materials. 
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15. Attends Library Board meetings and committee meetings. 
16. Represents the Library at meetings of the CCS Cataloging Committee and other informational 

meetings. 
17. Acts in place of the Library Director. 
18. Attends other library meetings as appropriate and promotes continuing education. 
19. Maintains and increases skills and knowledge by reading professional journals and information 

and through professional meetings, management training, workshops and other continuing 
education opportunities. 

20. Operates computer equipment and other equipment in department; performs basic maintenance 
and troubleshooting procedures on computer equipment and printers. 

21. Performs other computer functions, including checking OCLC authority file, checking online 
catalog database for problem entries and errors, checking edited OCLC records, etc. 

22. Submits to Business Office for payment all invoices for Department supplies and equipment and 
for new library materials received, indicating fund from which expenditures are to be made. 

23. Orders supplies and equipment for Department. 
24. Responsible for Library’s Emergency Procedure Manual and staff training. 

 
Additional Responsibilities: 
 

 1. May edit and enter bibliographic information in OCLC computer system. 
 2. May export bibliographic records from the OCLC computer system to the online computer 

system. 
 3. May enter bibliographic and copy information into the online computer system. 
 4. May move books and audiovisual materials to and from book carts and shelves during different 

steps of processing; may move loaded book carts from one workstation to the next during 
different steps of processing. 

 5. Other duties as assigned by the supervisor, or necessary and proper to accomplish the 
foregoing. 

 
Knowledge, Skills and Abilities: 
 

1. Ability to lead and supervise Department staff. 
2. Ability to analyze and solve problems. 
3. Ability to plan and implement various work procedures and policies. 
4. Ability to plan and implement budget. 
5. Knowledge of current cataloging rules, OCLC MARC formats, Dewey Decimal Classification, 

and Library of Congress Subject Headings. 
6. Ability to learn and follow detailed instructions and procedures. 
7. Ability to complete detailed and complex tasks with a high degree of accuracy. 
8. Ability to learn to operate and to perform basic maintenance and troubleshooting procedures on 

computer equipment and printers.  
9. Ability to enter data into computer accurately. 

10. Ability to read and understand computer printouts and other printed and handwritten information 
and instructions; ability to read information on computer monitors. 

11. Ability to work effectively and pleasantly with people of all ages. 
12. Ability to work independently, determining and adjusting work priorities as needed and 

completing tasks in an orderly and timely manner.  
13. Ability to communicate effectively orally and in writing.  
14. Ability to handle emergency situations in a calm, capable manner. 
15. Ability to work effectively with other staff in the Department and throughout the Library. 
16. Ability to work efficiently and calmly during busy periods and with frequent interruptions. 
17. Ability to work in a supportive manner with management. 

 
The Library reserves the right to modify this and every job description in whole or in part at any time.  


