
 
 
 

 
 

Great River Regional Library 
1300 W. St. Germain 

St. Cloud, Minnesota  56301 
Tel. 320.650.2500   Fax 320.650.2501 

 
Board of Trustees Personnel Committee Meeting 

Tuesday, July 16, 2013, 6:00 p.m. 
St. Cloud Public Library Mississippi Room  

                 Agenda 
 
 

 
 

1. Call to Order 
 

2. Adoption/Amendment of Agenda 
 

3. Approval of Minutes from  May 21, 2013, Personnel Committee (Requested Action – Approve) 
 

4. Patron Services and Collection Development Staffing Changes Memo and ALA Article 
 

5. Position Descriptions Revisions from May 21, 2013, Personnel Committee Agenda Item 5 
(Requested Action – Approve) 
 

6. Next Meeting:  September 17, 2013, at 6:00 p.m.  
 

7. Adjournment 
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GREAT RIVER REGIONAL LIBRARY 
PERSONNEL COMMITTEE MINUTES 

May 21, 2013 
 
 

A regular meeting of the Great River Regional Library (GRRL) Personnel Committee was called 
to order on Tuesday evening, May 21, 2013, at 5:32 p.m. in the St. Cloud Public Library 
Mississippi Room with committee member Lin Holder facilitating. 
 
  
 
 
 
 
 
 
 
 
 
          
 
 
 
NEW BOARD MEMBER INTRODUCTION & OATH OF OFFICE 
Kirsty Smith, Director, introduced Kevin Maurer, Morrison County Commissioner.  The Oath of 
Office was then administered to him. 
 
ADOPTION OF AGENDA 
Rachel Leonard moved adoption of the agenda as presented.  Motion seconded by Mark 
Bromenschenkel and carried unanimously. 
 
ELECTION OF CHAIRPERSON 
Kirsty Smith asked for Personnel Committee Chairperson nominations.  Jim Shovelain nominated 
Rachel Leonard.  There being no further nominations, Lin Holder asked that a unanimous ballot 
be cast for Rachel Leonard.  Jim Shovelain made a motion to close nominations and elect Rachel 
Leonard as Personnel Committee Chair.  Seconded by Kevin Maurer, the motion carried 
unanimously.  
 
APPROVAL OF MINUTES 
There were no minutes to approve as the Personnel Committee did not meet in March. 
 
POSITION DESCRIPTIONS REVISIONS 
Sunny Hesse, Regional Coordinator Human Resources, spoke to the Personnel Committee about 
the proposed position descriptions and revisions.  She explained that the restructure was based 
on a review of positions in the Patron Services and Collection Development Departments.  Kirsty 
Smith added background about how staffing decisions are based on the restructure process 
approved by the GRRL Board in 2010 including staff calculators, position reviews and patron 
service needs. 
 
The Committee decided to review the positions individually beginning with the Patron Services 
Librarian.  Sunny Hesse informed the Committee of the position’s responsibility changes and 
restructured hours.  Comments were added by Karen Pundsack, Regional Coordinator Patron 
Services and Jake Grussing, Regional Coordinator Collection Development.  Dave Kircher asked 

Members Present: 
Mark Bromenschenkel 
Lin Holder 
Dave Kircher 
Rachel Leonard 
Kevin Maurer 
Michael Messina 
Jim Shovelain 
 

Members Excused: 
Pat Sawatzke 
 

GRRL Staff Present: 
Brandi Canter 
Jake Grussing 
Julie Henne 
Sunny Hesse 
Janie LaBree 
Karen Pundsack  
Jay Roos 
Kirsty Smith  
Linda Treb 
Jami Trenam 
Patricia Waletzko 
 
 

GRRL Staff Excused: 
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that the Committee have more time to consider the presented position revisions.  Discussion and 
questions followed.  Laurie Nelson, a private citizen, spoke about the proposed restructure. 
 
Lin Holder made a motion to approve the Patron Services Librarian position.  Seconded by 
Rachel Leonard, the motion carried unanimously.  Further discussion took place regarding the 
information provided and approval process. 
 
Jim Shovelain moved to rescind the motion made by Lin Holder.  Seconded by Kevin Maurer, the 
motion carried unanimously. 
 
Dave Kircher moved to table this matter until a special Personnel Committee meeting in June with 
a recommendation from the full GRRL Board for a date and time.  Seconded by Kevin Maurer, 
the motion carried unanimously. 
 
4A.6 MEDICAL CERTIFICATION and 4D.4 MEDICAL LEAVE REVISIONS 
Mark Bromenschenkel made a motion to approve revisions to the 4A.6 Medical Certification and 
4D.4 Medical Leave policies.  Seconded by Dave Kircher, the motion carried unanimously. 
 
NEXT REGULAR MEETING 
The Great River Regional Library Board of Trustees announced that the July 16, 2013, Personnel 
Committee Meeting will take place in the St. Cloud Public Library’s Mississippi Room at 6:00 p.m. 
  
ADJOURNMENT 
Rachel Leonard adjourned the meeting at 6:23 p.m. 
 
 
 
 
_________________________________________ 
Personnel Committee Chair 
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Date:  July 2, 2013 
 
To:   GRRL Board of Trustees 
 
From:  Sunny M. Hesse 
  Regional Coordinator, Human Resources 
 
RE:  Patron Services and Collection Development Staffing Changes 
 
 
This memorandum has been prepared in response to questions raised by the GRRL Personnel Committee on 
May 21, 2013, regarding the proposed position description changes related to staffing changes in the Patron 
Services and Collection Development departments.  
 
 
Background 
 
It is GRRL’s procedure to review staffing levels each time a position is vacated and annually during the budget 
planning process to ensure staffing is allocated appropriately based on business need.  
 
2011 Patron Services Department (PSD) Restructure 
In May, 2010, GRRL received a resignation notice from the Adult Services Specialist (department head). This 
vacancy triggered a review of staffing in PS department. Based on a thorough assessment, management staff 
identified the opportunity to improve efficiency resulting in enhanced patron services by merging the Children’s 
Services and Adult Services departments into one (1) Patron Services Department (PSD). 
 

Goals and Evaluation 
 
GOAL 1: Provide more off-desk time for Librarians to complete off-desk tasks. 
 

Evaluation: 
• Prior to the restructure some librarians were spending more than half of their shifts on desk, 

requiring them to perform selection and weeding duties while serving patrons. 
• Post-restructure – librarians have dedicated time off-desk to perform collection development 

duties. However, competing priorities between collection development and patron service 
responsibilities continue to be a point of concern. 

 
GOAL 2: Improve teen and adult programming through cross-functional programming opportunities. 
 

Evaluation: 
• In 2010 – 32 adult programs were offered to 184 attendees, 4 teen programs offered to 51 

attendees 
• In 2012 – 88 adult programs were offered to 1,171 attendees, 34 teen programs were offered to 

252 attendees. 
• In 2013 – Battle of the Books (BofB) extended to teen audience. Kids and Teen BofB being 

offered regionally. PSD staff training branch managers/assistants in how to deliver this program. 
 

GOAL 3: Provide greater cross-training capability and back-up coverage. 
 

Evaluation: 



2 
 

• Cross training completed for all PSD staff. All staff members are trained to work both service 
points, providing a greater base for back-up coverage. 
 

GOAL 4: Provide professional development opportunities to staff. 
  

In Progress 

GOAL 5: Opportunity to utilize and build on staff strengths and interests. 
 

Evaluation: 
• All associates and librarians have the opportunity to participate in programming opportunities 

based on interest. (i.e. Associates who report to Sandy Toland, Patron Services Specialist, also 
can conduct Children’s programming.) 

 
GOAL 6: Deeper pool of knowledge regarding physical building issues. 
 

Evaluation: 
• Building group includes wide range of individuals representing areas of the library. Improved 

communication regarding building issues. Ability to delegate “on-call” status so it is not overly 
burdensome for one individual. 

• Point person for building issues is on-site 40 hours/week. (Prior to restructure, Regional 
Supervisor was out of building about a quarter of the time). 

 
 
2013 Department Structure / Staffing Changes 
 
In October, 2012, GRRL received a retirement notice from a Librarian in the Patron Services Department. Upon 
receipt of this notice, management staff began to discuss the staffing needs in the department. During these 
discussions, we reviewed usage statistics, data collected relative to the time to complete tasks within the 
department, and feedback from staff. Additionally, we evaluated a number of task-specific processes and 
identified areas of improvement to increase efficiency. After many lengthy discussions it was determined that a 
new staffing model, which separates the collection management and patron services responsibilities, would be 
more efficient and provide better service to our patrons throughout the region. This process continued until 
May 2013. 
 
This business decision is based on a number of criteria including, but not limited to, the following (not in order of 
importance): 

• Staff comments in the strategic plan survey 
• Initiatives of the strategic plan 

o Emphasis on literacy, access, informed decisions and lifelong learning 
o Move to address an increasing need for digital and information literacy instruction 

• Conflict between priorities – desk coverage vs. selection duties  
• Desire to resolve scheduling  issues and staff concerns around PT exempt status 
• Recognition of the knowledge and abilities inherent in librarianship and our desire to use those skills and 

expertise more regionally 
• Observations of processes and procedures related to the tasks of the Librarian position 
• Observations of processes and procedures related to the tasks of the Clerk 2 position 
• Feedback previously received from Clerk 2 and Librarian staff regarding the need for the Clerk 2 position 

to remain in the same reporting structure as the Librarians responsible for selection for the most 
efficient work processes 

• Data gathered through task timing, task logging, results of staffing calculators, and structure models of 
other public libraries 
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Current Organizational Chart 
Patron Services Department (PSD) 
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Proposed Organizational Chart 
Patron Services Department (PSD) 
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Proposed Organizational Chart 
Collection Development Department 
 

 
 
 
The new staffing model was communicated to all Patron Services staff members and an implementation proposal was sent to Ginger Thrasher, AFSCME 
Staff Representative, on May 7, 2013 for review and further discussion.  This proposal initiated the process related to discussions with the Union of 
changes which may impact terms and conditions of employment.  
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Project Goals and Measures 
 

Current Staffing and Statistics 
• 193 Associate hours 
• 235 Librarian hours (approximately 84 Librarian hours on-desk) 
• Current desk coverage – approximately  301 hours (includes Associate, Librarian and Specialist) 
• Staffing calculators continue to show a need for additional Associate hours (consistent with calculator 

results in 2011) 
• Staffing calculators continue to show a need to reduce total Librarian hours (consistent with calculator 

results in 2011) 
• A  40-hour librarian vacancy currently exists 

Project Goal: To realign staffing to meet organization needs and priorities.  
1. Optimize the skills and expertise of Librarians more regionally 
2.  Expand or increase professional librarian presence throughout the region 

• Provide assistance with collection management  
• Provide one-on-one patron assistance 
• Provide on the spot learning opportunities between branch staff and Patron Service Librarians 

3. Address conflict in priorities between patron services and collection management responsibilities 
• Separate priorities to allow for more dedicated focus in each area of responsibility 
• Address difficulties in reporting structure specific to selection duties 

4. Improve selection processes to be more responsive to patron demand 
• Streamline title request process to improve responsiveness to patron needs 
• Align collection development tasks more closely with Collection Development department 
• Allow more dedicated staff time for optimizing the use of new collection management processes 

and tools, such as CollectionHQ 

Strategic Plan Service Priorities: Literacy, Access, and Informed Decision Making 
• Literacy - move to emphasize programming as a service to meet increasing need for digital and 

information literacy instruction. Expand efforts to provide digital literacy assistance. 
• Access – Expand virtual information services presence in order to provide improved homework help 

resources.   
• Informed Decision Making – Expand in-person one-on-one information services throughout the region. 

Library users will have their information seeking skills honed by library staff taking advantage of 
teachable moments. 

Measures of Success: 
• Improved and enhanced patron service at all GRRL locations 
• More efficient use of staffing dollars 
• Streamlined selection processes 
• More proactive use of CollectionHQ in maintaining collections 
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Evaluation Plan 
If the new Patron Services Librarian model does not meet patron needs, management staff will re-evaluate 
and redesign the model based on patron and branch manager feedback.  
 
If the new Collection Development Librarian staffing model does not result in improved selection processes, 
management staff will re-evaluate and redesign the model based on patron feedback and collection metrics.  

 
 
Requested Action for Board Approval 
 
PSD and Collection Development Position Descriptions 
 
In order to fully execute the new staffing model in the most efficient means possible, revised position 
descriptions have been proposed to the GRRL Personnel Committee for review and recommendation to the full 
GRRL Board of Trustees for approval.  
 
These changes: 

• Reflect the division of professional level collection management and patron services responsibilities of 
the Librarian position. 

• Remove regional collection management tasks from the Patron Services Associate position. 
• Address issues with reporting structure by assigning the positions responsible for regional collection 

development tasks to the Collection Development department. 



From  le ft to  r igh t: S tephanie  Chas e, Todd Dunke lberg , Sue Banks , Ab iga i l
Elder

Fleeing the Reference Desk | ALA 2013
reviews.libraryjournal.com /2013/07/ala/f leeing-the-ref erence-desk-ala-2013/

Henrietta Thornton-Verma

On Sunday morning, June 30th, at the American
Library Association’s (ALA) annual conference in
Chicago, librarians gathered for what was billed
“a refdesk-shattering event.” It turned out to be
more about reference-desk truancy, as the
thought-provoking panelists described working in
the heart of their communities—physically leaving
the library to participate in rotary meetings and
assist small businesses, for example.

On the panel were Todd Dunkelberg, (Director,
Deschutes Public Library, Bend, OR), Stephanie
Chase (Director of Library Programs and
Services, The Seattle Public Library), and Sue
Banks (Deputy Director, Carnegie Library of
Pittsburgh); the event was moderated by Abigail
Elder (Director, Beaverton City Library, OR).

Elder started the program by asking the panelists how libraries can best use expert staff now that “traditional reference”
is less active. Dunkelberg answered by describing how, when it was looking for inspiration for a new library marketing
tagline, his library took a series of videos of community members talking about the library. What they mainly heard, he
said, was, “the library is great. I should go there,” which he translated as meaning, “the library is a place you should feel
guilty about.” Realiz ing that “40 to 50 percent of the community is paying us and getting nothing” was the impetus for
Dunkelberg to make his reference librarians “community librarians.”

Banks described a similar change in patron habits when she was Central Library Director for Multnomah County Library
in Portland, OR. It’s necessary, she said, to “look at the truth of the organization you’re working in and the community
you’re serving,” and to that end Multnomah undertook a study of its usage using OrangeBoy consulting services. The
results revealed that patrons stayed a long time per visit in the library, but that they weren’t there to ask questions, a
change that the staff had not yet perceived. The library’s response was to turn away from terming and thinking about
what they did as reference, instead calling their service “readers’ advisory for fiction and nonfiction.” This helped with
marketing and enabled the staff, Banks said, “to think big.” The Carnegie Library of Pittsburgh is in step with these
changes also; the audience heard from Banks that among services offered by her current employer are pop-up libraries
and “crafted outreach activity.” More details are available, she said, in Carnegie’s strategic plan.

For every act ion…
The panel then turned to the question of librarian reaction to changes in reference work. Chase, also formerly at
Multnomah County Library, described how workers there were reluctant to believe the results of the OrangeBoy study,
but that ultimately it forced them to figure out how to become more involved in the community. The reaction, Chase
continued, depends on the person. It’s important to realize, she said, that the new approach must meet patrons half way;
it’s been a struggle to match expert staff to existing modes and timing of reference questions. Patrons now mostly
approach reference staff through email and other virtual means, she said, explaining that questions are “now coming in
at 11 at night after someone’s already tried Googling it.” Librarians’ community work, therefore, must be combined with
access to email.

Chase explained that academic libraries are a reliable test bed when considering new approaches to reference.
Multnomah adopted the academic habit of setting up one-on-one appointments with patrons, for example, and used
roving librarians as an answer to the problem of patrons not being able to abandon their laptops while they go ask a
reference question.

For librarians in the audience who were inspired by this plan to hire community librarians, Elder asked an important

http://reviews.libraryjournal.com/2013/07/ala/fleeing-the-reference-desk-ala-2013/
http://www.carnegielibrary.org/about/strategicplan/


question, “How do you find this magical person?” Dunkelberg was quick to reply that generalists are the answer, and
Banks concurred, explaining that the trend toward community involvement by her library had influenced the local School
of Information Sciences at the University of Pittsburgh into creating more emotionally intelligent students.

Dunkelberg ended on a positive note: since the community librarian program began, a librarian who was initially
opposed to the change has now embraced it, as it’s similar to selective dissemination of information (SDI) services,
which she had long dreamed to adopt. Most importantly, he said, reference questions are up, which was the idea in the
first place.
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

         
Classification:               Patron Services Librarian   
 
Department/Location: Patron Services/SCPL Career Ladder: 
Range: 9 Range 10 positions 
Reports to: Patron Services Specialist Specialists 
Status: Exempt  
      
Date Approved:  05-10-11 
Date Revised:   09-13-11, 09-18-12, 05-21-13 
 

Position Summary: 
Under general supervision, the position of Librarian-Patron Services exists to provide reference, information 
services and collection development region-wide and participate in conducting, planning and implementing 
of a variety of programs region-wide. 
 
 

Education/Experience: 
Graduation from a recognized college or university with a Master’s in Library Science or Information Media 
or equivalent, unless otherwise required by law. 
 
One year of library experience. 
 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND 
ASSIGNED. 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
 

Essential Job Duties Recommended % 
1. Serves the library in a leadership capacity to move the region’s services forward, 

anticipate future needs, and respond to current trends. 
 

2. Participates in region-wide patron services as assigned from the following list: 
a. Provides virtual and in-person reference services and reader’s and 

integrated advisory, and technology-related assistance region wide. 
b. Trains, assigns and directs work, and evaluates staff, interns and 

volunteers as assigned to maintain a well trained, well informed and 
effective staff and volunteer workforce. 

c. Assists in providing staff and web page content that will effectively 
promote the patron services internally and externally. 

d. Assists the GRRL Patron Services Specialist and Patron Services 
Coordinator in implementing region-wide programs at GRRL. 

i. Conducts and facilitates a wide variety of library programs 
and patron training sessions for various ages.  Programs to 
be presented region wide. 

ii. Under general supervision of the Patron Services 
Coordinator, develops partnerships within GRRL 
communities. Assists with the coordination of collaborative 
programming and outreach opportunities with organizations 
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throughout the region. 
e. Assists the SCPL Patron Services Specialists to ensure efficient and 

effective operation of the St. Cloud Public Library and high levels of 
customerpatron service. 

  
i. Trains, assigns and directs work, and evaluates staff, interns and 

volunteers as assigned to maintain a well trained, well informed 
and effective staff and volunteer workforce 

ii. Assists in training staff in GRRL policies to ensure clear 
understanding of these policies and appropriate use of them. 
Assists in training and supervising staff assigned to ensure tasks 
are completed accurately and in a timely fashion. Assists the 
SCPL Patron Services Specialist in developing department 
procedures, schedules, and calendars to assist staff in carrying 
out their tasks in compliance with GRRL policies.   

i.  
iii. Participates in the interview process for other Patron Services 

staff as needed. 
ii.  

Assists the Patron Services Specialist and Patron Services Coordinator in 
implementing region-wide programs at GRRL. 

3. Works at the public service desks throughout the region to assist walk-in, phone 
and virtual customerpatrons in finding materials, answering questions, using 
library resources and equipment and explaining library policies.  Maintains the 
public areas by roving as assigned and by enforcing library policies.  

a. Maintains the periodical collection with changes, additions and 
deletions to keep the collection current.   

b. Takes requests for materials and information not available in the 
GRRL collection using appropriate forms or inter-library loan 
reference service to meet customerpatron needs.  

c. Fills branch subject and title requests to fulfill the function of 
reference service within established turn-around times.  

d. Compiles reading guidance information and displays to assist 
customerpatrons in locating items of interest. Prepares booklists, 
activity sheets, programming kits, bulletin boards, displays, 
bestseller lists & book club kits to highlight library resources and 
provide library related activities.  Contributes customerpatron-
centered content to the GRRL webpage.  

e. Schedules and conducts library tours and instructs library 
customerpatrons in the use of library resources and equipment. 
Conducts classes for library users and community groups related to 
the library catalog, Internet and databases to facilitate their use of 
information sources.  

 

 

4. Trains staff in areas related to patron services and collection to assist GRRL in 
providing meaningful continuing education opportunities for staff members.   

3. Participates in region-wide collection development as assigned from the following 
list: 

a. Identifies and orders titles for purchase to the Collection 
Development Coordinator ensuring that purchases are consistent 
with GRRL’s selection policy, budget and the needs of patrons. 

b. Evaluates electronic resources and refers recommendations to the 
Collection Development Coordinator for subscriptions, within budget, 
to keep the collection current and extend availability of information 
resources for public and staff use inclusion on GRRL’s Home Page.  

 



May 21, 2013      Item 5 
       

HR Page 3 

Recommends specialized content such as young adult, large print, 
music, or other materials or formats. 

c. Weeds the collection to keep it up-to-date, responsive to 
customerpatron demand and in good condition. Updates edition, 
suggests multiple copies, evaluates materials for mending, 
replacement or discard for assigned area to provide a collection 
responsive to customerpatron demand and in usable condition.  

d. Under general supervision of the Collection Development 
Coordinator, sustains, refreshes and enhances the professional 
collection for regional use. 

e. Maintains the periodical and reference collections with changes, 
additions and deletions to keep the collections current.  Updates 
periodical lists to facilitate user access to the collection. 

f. Verifies and selects government documents to add to the collection. 
Monitors the process ofsearching for item availability and reviews. 
After verification and review searches, takes requests to selection 
team meetings.  Makes recommendations regarding purchase vs. 
Inter-library loan in order to obtain materials for customerpatrons. 
 Evaluates gift materials for addition to the collection. 

5. Participates in region-wide collection management as assigned from the 
following list: 

a. Forwards title recommendations based on patron request and 
identified collection gaps to the Collection Development Coordinator. 
Makes recommendations regarding purchase vs. Inter-library loan in 
order to obtain materials for patrons. 

b. Weeds the collection to keep it up-to-date, responsive to patron 
demand and in good condition. Updates edition, suggests multiple 
copies, evaluates materials for mending, replacement or discard for 
assigned area to provide a collection responsive to patron demand 
and in usable condition.  

c. Under general supervision of the Collection Development 
Coordinator, sustains, refreshes and enhances the professional 
collection for regional use. 
Other essential duties include but are not limited to the following: 
Conducts and facilitates a wide variety of library programs and 
activities for various ages.  Programs to be presented at the St. 
Cloud Public Library and at branch libraries. 
Trains staff in areas related to patron services and collection to 
assist GRRL in providing meaningful continuing education 
opportunities for staff members.   

 

4.6. In conjunction with others, provides building supervision and serves as a 
regularly scheduled supervisor in charge at the St. Cloud Public Library. 
Communicates with appropriate vendors or service providers to resolve building 
mechanical or security issues when needed.  Communicates with local law 
enforcement to resolve rules of behavior issues related to library 
customerpatrons when necessary. Responds to customerpatron concerns, 
complaints and problems as they occur.   

 

5.7.    4. Participates in professional meetings, workshops and related continuing 
education activities to represent GRRL and to keep current on changing trends in 
areas related to job tasks. Attends GRRL staff meetings to take part in 
continuing education and training opportunitesopportunities. 
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Non-Essential Job Duties: 
 
 
 

Qualifications: 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
1. Ability to translate comprehensive knowledge of patron services and resources into the provision of high 

quality customerpatron service by answering questions accurately and providing materials to the 
satisfaction of each customerpatron. 

2. Ability to balance the multiple tasks associated with the day-to-day operation of the library and the skill 
to react quickly and effectively to difficult or emergency situations. 

 
3. Ability to utilize computer skills to access and proficiently use the online catalog to do complex searches 

for materials and be able to use the circulation module of the library’s integrated automated  system, 
and to use advanced software programs to produce reports, written procedures , forms and e-mail.    

 
4. Ability to ensure that collection development responsibilities are carried out with expertise through a 

comprehensive knowledge of collection development practices. 
 
5. Ability to understand standard personnel practices and to assist in training staff in a variety of positions 

to assist in their development as successful GRRL employees.   
 
6. Ability to satisfactorily and accurately answer customerpatron requests for information.   
 
7. Ability to plan and conduct creative and effective programs for all ages.   
 
8. Ability to utilize computer skills to access and proficiently use GRRL’s on-line catalog, on-line databases, 

and the Internet.  Able to use advanced software programs to produce reports, written procedures and 
forms and e-mail.   

 
9. Ability to operate a variety of library and office equipment including computer and printer, photocopier, 

fax machines microform reader printer, and various media equipment.  
 
10. Possession of a valid Minnesota’s driver’s license and the ability to maintain a good driving record by 

following traffic laws and regulations to ensure safe operations of library vehicles. 
 
11. Demonstrated leadership exemplified by willingness and ability: 

a. to model and reinforce integrity, ethics and excellence in work performance  
b. to develop and sustain work relationships characterized by respect, dignity and trust 
c. to provide enthusiastic and positive leadership 
d. to support policies and work practices that engender successful collaboration 
e. to manage by objectives and outcomes 
f. to mentor and coach in a manner that contributes to staff development 
g. to lead and follow through on initiatives based on the achievement of the organization's annual and 

long-term goals 
h. to develop and implement creative solutions to regional challenges 
i. to maintain a commitment to personal and professional development 

 
 

Language Skills: 
Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective 
oral and written communication skills to communicate productively with staff and library users. 
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Physical Demands and Work Environment: 
The physical demands and work environment characteristics described on the attached Physical Demands 
Analysis are representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Librarian-Patron Services Librarian at GRRL and, if employed, I certify that I can and will perform the 
essential and non-essential functions of the position.  Management reserves the right to change job 
responsibilities, duties and hours as needs prevail.  This document is for management communication only 
and does not indicate a written or implied contract of employment. 
 
 
 
Acknowledgement of Review 
 
 
 
__________________________________                  ___________________  
Employee’s Signature     Date 
 
 
 
__________________________________  ___________________ 
Branch Manager or Supervisor’s Signature  Date 
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

         
Classification:               Patron Services Librarian   
 
Department/Location: Patron Services/SCPL Career Ladder: 
Range: 9 Range 10 positions 
Reports to: Patron Services Specialist Specialists 
Status: Exempt  
      
Date Approved:  05-10-11 
Date Revised:   09-13-11, 09-18-12, 05-21-13 
 
 

Position Summary: 
Under general supervision, the position of Librarian-Patron Services exists to provide reference, information 
services and collection development region-wide and participate in conducting, planning and implementing 
of a variety of programs region-wide. 
 
 

Education/Experience: 
Graduation from a recognized college or university with a Master’s in Library Science or Information Media 
or equivalent, unless otherwise required by law. 
 
One year of library experience. 
 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND 
ASSIGNED. 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
 

Essential Job Duties Recommended % 
1. Serves the library in a leadership capacity to move the region’s services forward, 

anticipate future needs, and respond to current trends. 
 

2. Participates in region-wide patron services as assigned from the following list: 
a. Provides virtual and in-person reference services and reader’s and 

integrated advisory, and technology-related assistance region wide. 
b. Trains, assigns and directs work, and evaluates staff, interns and 

volunteers as assigned to maintain a well trained, well informed and 
effective staff and volunteer workforce. 

c. Assists in providing staff and web page content that will effectively 
promote the patron services internally and externally. 

d. Assists the GRRL Patron Services Specialist and Patron Services 
Coordinator in implementing region-wide programs at GRRL. 

i. Conducts and facilitates a wide variety of library programs 
and patron training sessions for various ages.  Programs to 
be presented region wide. 

ii. Under general supervision of the Patron Services 
Coordinator, develops partnerships within GRRL 
communities. Assists with the coordination of collaborative 
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programming and outreach opportunities with organizations 
throughout the region. 

e. Assists the SCPL Patron Services Specialists to ensure efficient and 
effective operation of the St. Cloud Public Library and high levels of 
patron service. 
i. Assists in training staff in GRRL policies to ensure clear 

understanding of these policies and appropriate use of them. 
Assists in training and supervising staff assigned to ensure tasks 
are completed accurately and in a timely fashion. Assists the 
SCPL Patron Services Specialist in developing department 
procedures, schedules, and calendars to assist staff in carrying 
out their tasks in compliance with GRRL policies.   

ii. Participates in the interview process for other Patron Services 
staff as needed. 

3. Works at public service desks throughout the region to assist walk-in, phone and 
virtual patrons in finding materials, answering questions, using library resources 
and equipment and explaining library policies.  Maintains the public areas by 
roving as assigned and by enforcing library policies.  

a. Maintains the periodical collection with changes, additions and 
deletions to keep the collection current.   

b. Takes requests for materials and information not available in the 
GRRL collection using appropriate forms or inter-library loan 
reference service to meet patron needs.  

c. Fills subject and title requests to fulfill the function of reference 
service within established turn-around times.  

d. Compiles reading guidance information and displays to assist patrons 
in locating items of interest. Prepares booklists, activity sheets, 
programming kits, bulletin boards, displays, bestseller lists & book 
club kits to highlight library resources and provide library related 
activities.  Contributes patron-centered content to the GRRL 
webpage.  

e. Schedules and conducts library tours and instructs library patrons in 
the use of library resources and equipment. Conducts classes for 
library users and community groups related to the library catalog, 
Internet and databases to facilitate their use of information sources.  

 

4. Trains staff in areas related to patron services and collection to assist GRRL in 
providing meaningful continuing education opportunities for staff members.   

 

5. Participates in region-wide collection management as assigned from the 
following list: 

a. Forwards title recommendations based on patron request and 
identified collection gaps to the Collection Development Coordinator. 
Makes recommendations regarding purchase vs. Inter-library loan in 
order to obtain materials for patrons. 

b. Weeds the collection to keep it up-to-date, responsive to patron 
demand and in good condition. Updates edition, suggests multiple 
copies, evaluates materials for mending, replacement or discard for 
assigned area to provide a collection responsive to patron demand 
and in usable condition.  

c. Under general supervision of the Collection Development 
Coordinator, sustains, refreshes and enhances the professional 
collection for regional use. 

 

6. In conjunction with others, provides building supervision and serves as a 
regularly scheduled supervisor in charge at the St. Cloud Public Library. 
Communicates with appropriate vendors or service providers to resolve building 
mechanical or security issues when needed.  Communicates with local law 

 



May 21, 2013      Item 5 clean 
       

HR Page 3 

enforcement to resolve rules of behavior issues related to library patrons when 
necessary. Responds to patron concerns, complaints and problems as they 
occur.   

7. Participates in professional meetings, workshops and related continuing 
education activities to represent GRRL and to keep current on changing trends in 
areas related to job tasks. Attends GRRL staff meetings to take part in 
continuing education and training opportunities. 

 
 

 
 

Non-Essential Job Duties: 
 
 

Qualifications: 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
1. Ability to translate comprehensive knowledge of patron services and resources into the provision of high 

quality patron service by answering questions accurately and providing materials to the satisfaction of 
each patron. 

2. Ability to balance the multiple tasks associated with the day-to-day operation of the library and the skill 
to react quickly and effectively to difficult or emergency situations. 

 
3. Ability to utilize computer skills to access and proficiently use the online catalog to do complex searches 

for materials and be able to use the circulation module of the library’s integrated automated  system, 
and to use advanced software programs to produce reports, written procedures , forms and e-mail.    

 
4. Ability to ensure that collection development responsibilities are carried out with expertise through a 

comprehensive knowledge of collection development practices. 
 
5. Ability to understand standard personnel practices and to assist in training staff in a variety of positions 

to assist in their development as successful GRRL employees.   
 
6. Ability to satisfactorily and accurately answer patron requests for information.   
 
7. Ability to plan and conduct creative and effective programs for all ages.   
 
8. Ability to utilize computer skills to access and proficiently use GRRL’s on-line catalog, on-line databases, 

and the Internet.  Able to use advanced software programs to produce reports, written procedures and 
forms and e-mail.   

 
9. Ability to operate a variety of library and office equipment including computer and printer, photocopier, 

fax machines microform reader printer, and various media equipment.  
 
10. Possession of a valid Minnesota’s driver’s license and the ability to maintain a good driving record by 

following traffic laws and regulations to ensure safe operations of library vehicles. 
 
11. Demonstrated leadership exemplified by willingness and ability: 

a. to model and reinforce integrity, ethics and excellence in work performance  
b. to develop and sustain work relationships characterized by respect, dignity and trust 
c. to provide enthusiastic and positive leadership 
d. to support policies and work practices that engender successful collaboration 
e. to manage by objectives and outcomes 
f. to mentor and coach in a manner that contributes to staff development 
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g. to lead and follow through on initiatives based on the achievement of the organization's annual and 
long-term goals 

h. to develop and implement creative solutions to regional challenges 
i. to maintain a commitment to personal and professional development 

 
 

Language Skills: 
Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective 
oral and written communication skills to communicate productively with staff and library users. 
 
 

Physical Demands and Work Environment: 
The physical demands and work environment characteristics described on the attached Physical Demands 
Analysis are representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of Patron 
Services Librarian at GRRL and, if employed, I certify that I can and will perform the essential and non-
essential functions of the position.  Management reserves the right to change job responsibilities, duties and 
hours as needs prevail.  This document is for management communication only and does not indicate a 
written or implied contract of employment. 
 
 
 
Acknowledgement of Review 
 
 
 
__________________________________                  ___________________  
Employee’s Signature     Date 
 
 
 
__________________________________  ___________________ 
Branch Manager or Supervisor’s Signature  Date 
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

         
Classification:                Patron Services Associate   
 
Department/Location: Patron Services/SCPL Career Ladder: 
Range: 8 Patron Services Librarian 
Reports to: Patron Services Specialist Range 9 positions 
Status: Non-Exempt Range 10 positions 
  Regional Supervisor 
  Regional Coordinator 
 
Date Approved:  7-14-09     
Date Revised:   05-10-11, 9-13-11, 09-18-12, 05-21-13 
 

Position Summary: 
Under general supervision, the position of Patron Services Associate exists to provide support to the Patron 
Services Department by working the Information or children’s desk, conducting a variety of programs and 
providing customerpatron service directly to the public and indirectly to branch library customerpatrons.  
 

Education/Experience: 
Graduation from a recognized college or university in a bachelor’s program or equivalent. 
 
Two years of library or customerpatron service experience. 
 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND 
ASSIGNED. 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 

Essential Job Duties Recommended 
% 

1. Works at the public service desk to assist walk-in, phone and virtual 
customerpatrons in finding materials, answering questions, using library 
resources and equipment and explaining library policies.  Maintains the 
public areas by roving as assigned and by enforcing library policies. 

a. Takes requests for materials and information not available in the 
GRRL collection using appropriate forms or inter-library loan 
reference service to meet customerpatron needs.  Assists in 
making recommendations regarding purchase vs. ILL in order to 
obtain materials for customerpatrons. 

b. Completes opening and closing responsibilities to ensure that 
patrons have timely access to library facilities. Schedules and 
conducts library tours and class visits and instructs library 
customerpatrons in the use of library resources and equipment. 

i. Empty copier and internet printer coin boxes in Patron 
Services. Completes appropriate forms and reports for 
reporting and delivering money collected to the finance 
department.   

b.c. Conducts classes for library users and community groups related 
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to the library catalog, Internet and databases to facilitate their 
use of information sources. Schedules meeting, study and 
conference rooms if applicable.   

2. Other essential duties include but are not limited to the following: 
a. Trains and assigns and directs the work of library aides assigned 

to the department to ensure assigned tasks are completed 
accurately and in a timely fashion. 

b. Fills branch subject and title requests within established turn-
around times to provide efficient reference service to meet 
customerpatron needs.  

c. Evaluates electronic resources, along with other staff members, 
and makes recommendations to the Collection Development 
Coordinatorthe Patron Services Specialist for review and to 
forward recommendation to the Collection Development 
Coordinator. for subscriptions, within budget, to keep the 
collection current and extend availability of information 
resources for public and staff use. 

d.c. Participates in collection development maintenance as assigned 
from the following list: 

i. Updates editions, suggests multiple copies, 
evaluatesand evaluates materials for mending, 
replacement or discard for assigned areas to provide a 
collection responsive to customerpatron  demand and in 
usable condition. 

ii. Maintains the periodical collection with changes, 
additions and deletions to keep the collection current.  
Updates periodical lists to facilitate user access to the 
collection. 

iii. Locates reviews for materials requested by customers 
but not owned by GRRL and forwards reviews to 
selection committeeselectors. 

iv.ii.  Assists in maintaining the branchlocal library collection 
including weeding, collection maintenance and donated 
materials processing. Assists in weeding materials no 
longer needed in the collection. 

v. May read reviews in selected journals.  
vi.iii. Compiles reading guidance information and displays to 

assist customerpatrons in locating items of interest. 
Prepares and updates booklists, activity sheets, 
storytelling kits, book club kits, bulletin boards, 
bestseller lists,  and displays to highlight library 
resources and provide library related activities. 

e.d. Facilitates, prepares for and/or conducts various library 
programs and activities at GRRL libraries.  May be assigned to 
update events calendar and/or local web page. 

f.e. Organizes,Organizes, orders and maintains department supplies. 

 
 
 
 

3. In conjunction with others, provides building supervision and serves as a 
regularly scheduled supervisor in charge at the St. Cloud Public Library. 
Communicates with appropriate vendors or service providers to resolve 
building mechanical or security issues when needed. Communicates with 
local law enforcement to resolve rules of behavior issues related to 
library customerpatrons when necessary. Responds to customerpatron 
concerns, complaints and problems as they occur. 

 

   4. Participates in professional meetings, workshops and related continuing 
education activities to represent GRRL and to keep current on changing 
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trends in areas related to job tasks. Attends GRRL staff meetings to 
take part in continuing education and training 
opportunitesopportunities. 

 
Non-Essential Job Duties: 

 
Qualifications: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
1. Ability to translate comprehensive knowledge of reference services and library materials and resources into 

the provision of high quality customerpatron service by answering questions accurately and providing 
materials to the satisfaction of each customerpatron. 

 

2. Ability to utilize computer skills to access and proficiently use the online catalog to do complex searches for 
materials and be able to use the circulation module of the automation system, and to use advanced software 
programs to produce reports, written procedures and forms and e-mail.    

 

3. Ability to prioritize tasks of library aides in order to direct their day-to-day work on a regular basis and to 
assign tasks in the absence of their supervisor. 

 

4. Ability to operate a variety of library and office equipment including computer and printer, photocopier, fax 
machines, and microform reader printer, media equipment and assistive technology stations as necessary..  

 

5. Demonstrated leadership exemplified by willingness and ability: 
a. to model and reinforce integrity, ethics and excellence in work performance  
b. to develop and sustain work relationships characterized by respect, dignity and trust 
c. to provide enthusiastic and positive leadership 
d. to support policies and work practices that engender successful collaboration 
e. to manage by objectives and outcomes 
f. to mentor and coach in a manner that contributes to staff development 
g. to lead and follow through on initiatives based on the achievement of the organization's annual and 

long-term goals 
h. to develop and implement creative solutions to regional challenges 
i. to maintain a commitment to personal and professional development 

 

6. Ability to carry out collection development responsibilities consistent with GRRL’s selection policies and 
procedures. 

 

7. Ability to plan and conduct creative programs for patrons.  
 

8. Possession of a valid Minnesota's driver's license and the ability to ensure safe operation of library vehicles 
 

Language Skills: 
Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective oral 
and written communication skills to communicate productively with staff and library users. 
 

Physical Demands and Work Environment: 
The physical demands and work environment characteristics described on the attached Physical Demands 
Analysis are representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, requirements, 
and physical demands, with or without reasonable accommodation, of the position of Librarian-AssociatePatron 
Services Associate at GRRL and, if employed, I certify that I can and will perform the essential and non-essential 
functions of the position.  Management reserves the right to change job responsibilities, duties and hours as 
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needs prevail.  This document is for management communication only and does not indicate a written or implied 
contract of employment. 
 
Acknowledgement of Review 
 
 
                                     
Employee’s Signature      Date 
 
 
                          
Branch Manager or Supervisor’s Signature    Date 
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

         
Classification:                Patron Services Associate   
 
Department/Location: Patron Services/SCPL Career Ladder: 
Range: 8 Patron Services Librarian 
Reports to: Patron Services Specialist Range 9 positions 
Status: Non-Exempt Range 10 positions 
  Regional Supervisor 
  Regional Coordinator 
 
Date Approved:  7-14-09     
Date Revised:   05-10-11, 9-13-11, 09-18-12, 05-21-13 
 
 

Position Summary: 
Under general supervision, the position of Patron Services Associate exists to provide support to the Patron 
Services Department by working the Information or children’s desk, conducting a variety of programs and 
providing patron service directly to the public and indirectly to branch library patrons.  
 
 

Education/Experience: 
Graduation from a recognized college or university in a bachelor’s program or equivalent. 
 
Two years of library or patron service experience. 
 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND 
ASSIGNED. 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 

Essential Job Duties Recommended 
% 

1. Works at the public service desk to assist walk-in, phone and virtual patrons in finding 
materials, answering questions, using library resources and equipment and explaining 
library policies.  Maintains the public areas by roving as assigned and by enforcing 
library policies. 

a. Takes requests for materials and information not available in the GRRL 
collection using appropriate forms or inter-library loan reference service to 
meet patron needs. 

b. Completes opening and closing responsibilities to ensure that patrons have 
timely access to library facilities. Schedules and conducts library tours and 
class visits and instructs library patrons in the use of library resources and 
equipment. 

i. Empty copier and internet printer coin boxes in Patron Services. 
Completes appropriate forms and reports for reporting and delivering 
money collected to the finance department.   

c. Conducts classes for library users and community groups related to the 
library catalog, Internet and databases to facilitate their use of information 
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sources. Schedules meeting, study and conference rooms if applicable.   
2. Other essential duties include but are not limited to the following: 

a. Trains and assigns and directs the work of library aides assigned to the 
department to ensure assigned tasks are completed accurately and in a 
timely fashion. 

b. Fills subject and title requests within established turn-around times to provide 
efficient reference service to meet patron needs.  

c. Participates in collection maintenance as assigned from the following list: 
i. Updates editions, suggests multiple copies, and evaluates materials 

for mending, replacement or discard for assigned areas to provide a 
collection responsive to patron demand and in usable condition. 

ii. Assists in maintaining the local library collection including weeding, 
collection maintenance and donated materials processing.  

iii. Compiles reading guidance information and displays to assist patrons 
in locating items of interest. Prepares and updates booklists, activity 
sheets, storytelling kits, book club kits, bulletin boards, bestseller 
lists, and displays to highlight library resources and provide library 
related activities. 

d. Facilitates, prepares for and/or conducts various library programs and 
activities at GRRL libraries.  May be assigned to update events calendar 
and/or local web page. 

e. Organizes, orders and maintains department supplies. 

 
 
 
 

3. In conjunction with others, provides building supervision and serves as a regularly 
scheduled supervisor in charge at the St. Cloud Public Library. Communicates with 
appropriate vendors or service providers to resolve building mechanical or security 
issues when needed. Communicates with local law enforcement to resolve rules of 
behavior issues related to library patrons when necessary. Responds to patron 
concerns, complaints and problems as they occur. 

 

   4. Participates in professional meetings, workshops and related continuing education 
activities to represent GRRL and to keep current on changing trends in areas related 
to job tasks. Attends GRRL staff meetings to take part in continuing education and 
training opportunities. 

 
 

 
 

Non-Essential Job Duties: 
 
 

Qualifications: 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
1. Ability to translate comprehensive knowledge of reference services and library materials and resources into 

the provision of high quality patron service by answering questions accurately and providing materials to the 
satisfaction of each patron. 

 

2. Ability to utilize computer skills to access and proficiently use the online catalog to do complex searches for 
materials and be able to use the circulation module of the automation system, and to use advanced software 
programs to produce reports, written procedures and forms and e-mail.    

 

3. Ability to prioritize tasks of library aides in order to direct their day-to-day work on a regular basis and to 
assign tasks in the absence of their supervisor. 

 

4. Ability to operate a variety of library and office equipment including computer and printer, photocopier, fax 
machines, and microform reader printer, media equipment and assistive technology stations as necessary..  

 

5. Demonstrated leadership exemplified by willingness and ability: 
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a. to model and reinforce integrity, ethics and excellence in work performance  
b. to develop and sustain work relationships characterized by respect, dignity and trust 
c. to provide enthusiastic and positive leadership 
d. to support policies and work practices that engender successful collaboration 
e. to manage by objectives and outcomes 
f. to mentor and coach in a manner that contributes to staff development 
g. to lead and follow through on initiatives based on the achievement of the organization's annual and 

long-term goals 
h. to develop and implement creative solutions to regional challenges 
i. to maintain a commitment to personal and professional development 

 

6. Ability to carry out collection development responsibilities consistent with GRRL’s selection policies and 
procedures. 

 

7. Ability to plan and conduct creative programs for patrons.  
 

8. Possession of a valid Minnesota's driver's license and the ability to ensure safe operation of library vehicles 
 
 

Language Skills: 
Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective oral 
and written communication skills to communicate productively with staff and library users. 
 
 

Physical Demands and Work Environment: 
The physical demands and work environment characteristics described on the attached Physical Demands 
Analysis are representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, requirements, 
and physical demands, with or without reasonable accommodation, of the position of Patron Services Associate at 
GRRL and, if employed, I certify that I can and will perform the essential and non-essential functions of the 
position.  Management reserves the right to change job responsibilities, duties and hours as needs prevail.  This 
document is for management communication only and does not indicate a written or implied contract of 
employment. 
 
 
Acknowledgement of Review 
 
 
                                     
Employee’s Signature      Date 
 
 
 
                          
Branch Manager or Supervisor’s Signature    Date 
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

         
Classification:               Collection Development Librarian   
 
Department/Location: Collection Development/GRRL Career Ladder: 
Range: 9 Range 10 positions 
Reports to: Collection Development 

Coordinator 
Specialists 

Status: Exempt  
      
Date Approved:  05-21-13 
Date Revised:    
 

Position Summary: 
Under general supervision, the position of Collection Development Librarian exists to assist with collection 
development, collection maintenance and collection distribution for the Great River Regional Library system. 
 

Education/Experience: 
Graduation from a recognized college or university with a Master’s in Library Science or Information Media 
or equivalent, unless otherwise required by law. 
 
One year of library experience. 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND 
ASSIGNED. 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
 

Essential Job Duties Recommended % 
1. Serves the library in a leadership capacity to move the region’s services forward, 

anticipate future needs, and respond to current trends. 
 

2. Assists Collection Development Coordinator in developing and evaluating the 
GRRL collection.  

a. Anticipates demand and identifies titles for purchase to the 
Collection Development Coordinator. Ensures that purchases 
respond to collection needs and are consistent with GRRL’s selection 
policy, budget, and the needs of patrons. 

b. Analyzes use patterns and patron requests to maintain collections at 
each library that best serve the needs of individual communities.   

c. Evaluates electronic resources and refers recommendations to the 
Collection Development Coordinator for subscriptions, within budget, 
to keep the collection current and extend availability of information 
resources for public and staff use inclusion on GRRL’s Home Page.  
Recommends specialized content such as young adult, large print, 
music, or other materials or formats. 

d. Assists the Collection Development Coordinator in sustaining, 
refreshing and enhancing the professional collection for regional use. 

e. Maintains the periodical and reference collections with changes, 
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additions and deletions to keep the collections current.  Updates 
periodical lists to facilitate user access to the collection. 

f. Verifies and selects government documents to add to the collection. 
g. Monitors the process of searching for item availability and reviews. 

After verification and review searches, takes requests to selection 
meetings.  Makes recommendations regarding purchase vs. Inter-
library loan in order to obtain materials for patrons. 

h. Evaluates donated materials for addition to the collection. 
3. Assists the Collection Development Coordinator to ensure efficient and effective 

operation of the department and high levels of service: 
a. Trains, assigns and directs work, and evaluates staff, interns and 

volunteers as assigned to maintain a well trained, well informed and 
effective staff and volunteer workforce.  

b. Assists in training staff in GRRL policies to ensure clear 
understanding of these policies and appropriate use of them. Assists 
in training and supervising staff assigned to ensure tasks are 
completed accurately and in a timely fashion.  

c. Assists the Collection Development Coordinator in developing 
department procedures, schedules, and calendars to assist staff in 
carrying out their tasks in compliance with GRRL policies.   

d. Participates in the interview process for other Collection 
Development staff as needed. 

 

4. Other essential duties include but are not limited to the following: 
a. Trains staff in areas related to collection to assist GRRL in providing 

meaningful continuing education opportunities for staff members.   
b. Compiles reading guidance information and displays to assist patrons 

in locating items of interest. Prepares booklists, activity sheets, 
programming kits, bulletin boards, displays, bestseller lists & book 
club kits to highlight library resources and provide library related 
activities.  Contributes patron-centered content to the GRRL 
webpage.  

c. Assists in providing staff and web page content that will effectively 
promote the collection internally and externally.  

 

5. Participates in professional meetings, workshops and related continuing 
education activities to represent GRRL and to keep current on changing trends in 
areas related to job tasks. Attends GRRL staff meetings to take part in 
continuing education and training opportunities. 

 

 
 

Non-Essential Job Duties: 
 
 

Qualifications: 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
1. Ability to translate comprehensive knowledge of collection development into the development of a high 

quality regional library collection that provides materials to the satisfaction of each patron. 
 

2. Ability to balance the multiple tasks associated with collection development and maintenance and the 
skill to react quickly and effectively to difficult or emergency situations. 

 

3. Ability to utilize computer skills to access and proficiently use the online catalog to do complex searches 
for materials and be able to use the library’s integrated automated system, and to use advanced 
software programs to produce reports, written procedures, forms and e-mail.    
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4. Ability to ensure that collection development responsibilities are carried out with expertise through a 
comprehensive knowledge of collection development practices. 
 

5. Ability to understand standard personnel practices and to assist in training staff in a variety of positions 
to assist in their development as successful GRRL employees.   
 

6. Ability to plan and conduct creative and effective programs for all ages.   
 

7. Ability to utilize computer skills to access and proficiently use GRRL’s on-line catalog, on-line databases, 
and the Internet.  Able to use advanced software programs to produce reports, written procedures and 
forms and e-mail.   
 

8. Ability to operate a variety of library and office equipment including computer and printer, photocopier, 
fax machines, microform reader printer, and various media equipment.  
 

9. Possession of a valid Minnesota’s driver’s license and the ability to maintain a good driving record by 
following traffic laws and regulations to ensure safe operations of library vehicles. 
 

10. Demonstrated leadership exemplified by willingness and ability: 
a. to model and reinforce integrity, ethics and excellence in work performance  
b. to develop and sustain work relationships characterized by respect, dignity and trust 
c. to provide enthusiastic and positive leadership 
d. to support policies and work practices that engender successful collaboration 
e. to manage by objectives and outcomes 
f. to mentor and coach in a manner that contributes to staff development 
g. to lead and follow through on initiatives based on the achievement of the organization's annual and 

long-term goals 
h. to develop and implement creative solutions to regional challenges 
i. to maintain a commitment to personal and professional development 

 
Language Skills: 

Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective 
oral and written communication skills to communicate productively with staff and library users. 
 

Physical Demands and Work Environment: 
The physical demands and work environment characteristics described on the attached Physical Demands 
Analysis are representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Collection Development Librarian at GRRL and, if employed, I certify that I can and will perform the 
essential and non-essential functions of the position.  Management reserves the right to change job 
responsibilities, duties and hours as needs prevail.  This document is for management communication only 
and does not indicate a written or implied contract of employment. 
 

Acknowledgement of Review 
 

 
__________________________________                  ___________________  
Employee’s Signature     Date 
 
 

__________________________________  ___________________ 
Branch Manager or Supervisor’s Signature  Date 
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

          
Classification:   Clerk 2-Patron ServicesCollection Development Clerk 2  
 

Department/Location: Patron ServicesCollection 
Development/SCPLGRRL 

Career Ladder: 

Range: 3 Collection Development Asst 
Reports to: Patron Services SpecialistCollection 

Development Librarian 
Range 5 positions 

Status: Non-Exempt Library Assistant 2 
  Patron Services Associate 
 

Date Approved:  5-1-01       
Date Revised:   05-10-11, 9-13-11, 05-21-13  

 
Position Summary: 

Under direct supervision, the position of Clerk 2, Patron ServicesCollection Development exists to provide clerical 
and support services to staff assigned to the Patron ServicesCollection Development department. 
 

Education/Experience: 
Completion of high school or equivalent formal education. 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND 
ASSIGNED. 
 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
Essential Job Duties Recommended 

% 
1. Follows detailed procedures to sort, verify and file title request forms.  Uses critical 

thinking skills and alternative searching methods to clarify and interpret patron 
requests. 

a. Searches GRRL catalog for requested titles and places request(s) for 
customerpatron when item is owned by GRRL.       

b. For materials not owned by GRRL, searches a variety of review sources, print 
and online, to verify titles to advance the work of the materials selection 
teams:  Adult, Children’s and Media.  Follows established procedures to 
determine whether to send requested items to selection teams (for purchase) 
or ILL.  

b.c. Locates reviews for materials requested by patrons but not owned by GRRL 
and forwards reviews to selectors.  

c.    Communicates inter-departmentally, when necessary, to facilitate the 
processing of a request. 

 

 

2. Other essential duties include but are not limited to the following: 
a. Follows predetermined formats and performs data entry and word processing 

to compile and update statistics, labels, files and lists. 
b. Notifies customerpatrons regarding title request status when item(s) cannot be 

purchased, obtained through interlibrary loan, or verified.  Contacts 
customerpatrons via e-mail when clarification of title requests is required. 

c. Files loose-leaf service updates and other filing as needed to keep materials 
current for use by customerpatrons.  Helps mount departmental displays, 
maintains all printers in department, adds content to and files public records 
reports collection. 
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c.  
Turns on and logs into all the computer equipment in the Patron Services 
department so equipment is ready for daily use by staff and customers. 
Monitors and orders department supplies so staff has the necessary items to 
carry out their job tasks. 
Sorts and delivers department mail to help keep the department operating 
smoothly. 
Contacts publishers to request missing material, binders, etc.  Contacts 
vendors to verify item and price of small equipment for the Patron Services 
department.  Maintains a file of equipment maintenance and repair, including 
vendor contact information. 
Empty copier and internet printer coin boxes in Patron Services. Completes 
appropriate forms and reports for reporting and delivering money collected to 
the finance department. 

3. Attends GRRL staff meetings and takes part in continuing education and training 
opportunities. 

 

 

Non-Essential Job Duties: 
 

Qualifications: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

1. Ability to operate a variety of office and library equipment including a computer and printer, photocopier, 
fax machine and microfilm reader-printer. 

 

2. Ability to utilize basic computer skills to produce schedules, lists, statistics, etc. 
 

3. Ability to perform basic on-line searching, ability to search in library integrated automated systems as 
well as on bibliographic and publishers’ websites. 

 

4. Ability to operate a variety of library and office equipment including computer and printer, photocopier, 
fax machines, microform reader printer, and various media equipment.  

 

Language Skills: 
Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective oral 
and written communication skills to communicate productively with staff and library users. 

 

Physical Demands and Work Environment: 
The physical demands and work environment characteristics described on the attached Physical Demands 
Analysis are representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, requirements, 
and physical demands, with or without reasonable accommodation, of the position of Clerk 2 – Patron 
ServicesCollection Development Clerk 2 at GRRL and, if employed, I certify that I can and will perform the 
essential and non-essential functions of the position.  Management reserves the right to change job 
responsibilities, duties and hours as needs prevail.  This document is for management communication only and 
does not indicate a written or implied contract of employment.  
 

Acknowledgement of Review 
 
__________________________________                  ___________________  
Employee’s Signature     Date 
 
__________________________________  ___________________ 
Branch Manager or Supervisor’s Signature  Date     
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

          
Classification:   Collection Development Clerk 2  
 

Department/Location: Collection Development/GRRL Career Ladder: 
Range: 3 Collection Development Asst 
Reports to: Collection Development Librarian Range 5 positions 
Status: Non-Exempt Library Assistant 2 
  Patron Services Associate 
 

Date Approved:  5-1-01       
Date Revised:   05-10-11, 9-13-11, 05-21-13  

 
Position Summary: 

Under direct supervision, the position of Clerk 2, Collection Development exists to provide clerical and support 
services to staff assigned to the Collection Development department. 
 

Education/Experience: 
 
Completion of high school or equivalent formal education. 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND 
ASSIGNED. 
 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
Essential Job Duties Recommended 

% 
1. Follows detailed procedures to sort, verify and file title request forms.  Uses 

critical thinking skills and alternative searching methods to clarify and interpret 
patron requests. 

a. Searches GRRL catalog for requested titles and places request(s) for 
patron when item is owned by GRRL.       

b. For materials not owned by GRRL, searches a variety of sources, print 
and online, to verify titles to advance the work of the materials 
selection teams:  Adult, Children’s and Media.  Follows established 
procedures to determine whether to send requested items to selection 
teams (for purchase) or ILL.  

c. Locates reviews for materials requested by patrons but not owned by 
GRRL and forwards reviews to selectors.  

c.    Communicates inter-departmentally, when necessary, to facilitate the 
processing of a request. 

 

 

2. Other essential duties include but are not limited to the following: 
a. Follows predetermined formats and performs data entry and word 

processing to compile and update statistics, labels, files and lists. 
b. Notifies patrons regarding title request status when item(s) cannot be 

purchased, obtained through interlibrary loan, or verified.  Contacts 
patrons via e-mail when clarification of title requests is required. 

c. Files loose-leaf service updates and other filing as needed to keep 
materials current for use by patrons.  Helps mount departmental 
displays, maintains all printers in department, adds content to and 

 



May 21, 2013                                                         Item 5 clean 
      

HR Page 2 

files public records reports collection. 
 

3. Attends GRRL staff meetings and takes part in continuing education and 
training opportunities. 

 

 

Non-Essential Job Duties: 
 

Qualifications: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

1. Ability to operate a variety of office and library equipment including a computer and printer, photocopier, 
fax machine and microfilm reader-printer. 

 

2. Ability to utilize basic computer skills to produce schedules, lists, statistics, etc. 
 

3. Ability to perform basic on-line searching, ability to search in library integrated automated systems as 
well as on bibliographic and publishers’ websites. 

 

4. Ability to operate a variety of library and office equipment including computer and printer, photocopier, 
fax machines, microform reader printer, and various media equipment.  

 
Language Skills: 

Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective oral 
and written communication skills to communicate productively with staff and library users. 

 
Physical Demands and Work Environment: 

The physical demands and work environment characteristics described on the attached Physical Demands 
Analysis are representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, requirements, 
and physical demands, with or without reasonable accommodation, of the position of Collection Development 
Clerk 2 at GRRL and, if employed, I certify that I can and will perform the essential and non-essential functions of 
the position.  Management reserves the right to change job responsibilities, duties and hours as needs prevail.  
This document is for management communication only and does not indicate a written or implied contract of 
employment.  
 

 
 
Acknowledgement of Review 
 
 
__________________________________                  ___________________  
Employee’s Signature     Date 
 
 
__________________________________  ___________________ 
Branch Manager or Supervisor’s Signature  Date     
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

         
  
Classification:   Inter-Library Loan Assistant    
 
Department/Location: Collection Development/GRRL Career Ladder: 
Range: 3 Collection Development Asst 
Reports to: Regional Coordinator, Collection 

Development 
Range 5 positions 
Range 6 positions 

Status: Non-Exempt  
 
Date Approved:  5-1-01 
Date Revised:   9-14-10, 9-13-11, 09-18-12, 05-21-13 

 
Position Summary: 

Under direct supervision, the position of Inter-Library Loan Assistant exists to provide support services in the 
Inter-Library Loan office to facilitate the sending and receiving of ILL materials to library customers. 
 

Education/Experience: 
Completion of high school or equivalent formal education. 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND 
ASSIGNED. 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
 

Essential Job Duties Recommended 
% 

1.    Receives, fills, and processes ILL requests from other libraries and agencies for 
library materials owned by GRRL to fill such requests as part of statewide and 
nation-wide library cooperation.   

40 

2.   Processes and maintains files on ILL materials borrowed by GRRL from other 
libraries.  Prepares and processes ILL materials for return to home library. 

40 

3.   Other essential duties include but are not limited to the following: 
a. Assists in making recommendations regarding purchase vs. ILL in order to 

obtain materials for patrons. 
a.b. Using the automated system, registers other libraries as ILL borrowers, adds 

temp ILL records to facilitate the circulation of ILL materials and tracks the 
date due status of ILL items to facilitate their timely return. 

b.c. Communicates verbally and in writing with other libraries and agencies relating 
to ILL. 

c.d. Uses the computer to maintain ILL files and reports, keeping track of loans 
and their status 

d.e. Processes overdues and billing processes for unreturned materials. 
e.f. Directs work of Library Aides and Volunteers in tasks relating to Interlibrary 

Loan and Distribution. 
f.g. Acts as backup for Patron Services Clerk, Technical Services Clerk and 

Collection Development Assistant position as needed. 

20 

4.   Participates in professional meetings, workshops and related continuing education Ongoing 
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activities to represent GRRL and to keep current on changing trends in areas 
related to job tasks. Attends GRRL staff meetings and takes part in continuing 
education and training opportunities 

 
Non-Essential Job Duties: 

 
 

Qualifications: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

1. Ability to utilize computer skills to access and proficiently use the circulation module of GRRL’s automated 
system. 

 
2. Ability to operate a variety of office and library equipment including computer and printer, photocopier, 

fax machines.  
 

3. Ability to operate a multi-line telephone system including direct dialing station and voice mail sufficient to 
route calls quickly, correctly and without disconnecting the caller. 

 
4. Ability to satisfactorily and accurately answer customer requests for information regarding ILL requests. 

 
Language Skills: 

Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective oral 
and written communication skills to communicate productively with staff and library users. 
 

 
Physical Demands and Work Environment: 

The physical demands and work environment characteristics described on the attached Physical Demands 
Analysis are representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, requirements, 
and physical demands, with or without reasonable accommodation, of the position of Inter-Library Loan Assistant 
at GRRL and, if employed, I certify that I can and will perform the essential and non-essential functions of the 
position.  Management reserves the right to change job responsibilities, duties and hours as needs prevail.  This 
document is for management communication only and does not indicate a written or implied contract of 
employment.  
 
 
Acknowledgement of Review 
 
 
 
__________________________________                  ___________________  
Employee’s Signature     Date 
 
 
 
__________________________________  ___________________ 
Branch Manager or Supervisor’s Signature  Date    
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

         
  
Classification:   Inter-Library Loan Assistant    
 
Department/Location: Collection Development/GRRL Career Ladder: 
Range: 3 Collection Development Asst 
Reports to: Regional Coordinator, Collection 

Development 
Range 5 positions 
Range 6 positions 

Status: Non-Exempt  
 
Date Approved:  5-1-01 
Date Revised:   9-14-10, 9-13-11, 09-18-12, 05-21-13 

 
Position Summary: 

Under direct supervision, the position of Inter-Library Loan Assistant exists to provide support services in the 
Inter-Library Loan office to facilitate the sending and receiving of ILL materials to library customers. 
 

Education/Experience: 
Completion of high school or equivalent formal education. 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND 
ASSIGNED. 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
 

Essential Job Duties Recommended 
% 

1.    Receives, fills, and processes ILL requests from other libraries and agencies for 
library materials owned by GRRL to fill such requests as part of statewide and 
nation-wide library cooperation.   

40 

2.   Processes and maintains files on ILL materials borrowed by GRRL from other 
libraries.  Prepares and processes ILL materials for return to home library. 

40 

3.   Other essential duties include but are not limited to the following: 
a. Assists in making recommendations regarding purchase vs. ILL in order to 

obtain materials for patrons. 
b. Using the automated system, registers other libraries as ILL borrowers, adds 

temp ILL records to facilitate the circulation of ILL materials and tracks the 
date due status of ILL items to facilitate their timely return. 

c. Communicates verbally and in writing with other libraries and agencies relating 
to ILL. 

d. Uses the computer to maintain ILL files and reports, keeping track of loans 
and their status 

e. Processes overdues and billing processes for unreturned materials. 
f. Directs work of Library Aides and Volunteers in tasks relating to Interlibrary 

Loan and Distribution. 
g. Acts as backup for Patron Services Clerk, Technical Services Clerk and 

Collection Development Assistant position as needed. 

20 

4.   Participates in professional meetings, workshops and related continuing education Ongoing 
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activities to represent GRRL and to keep current on changing trends in areas 
related to job tasks. Attends GRRL staff meetings and takes part in continuing 
education and training opportunities 

 
Non-Essential Job Duties: 

 
 

Qualifications: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

1. Ability to utilize computer skills to access and proficiently use the circulation module of GRRL’s automated 
system. 

 
2. Ability to operate a variety of office and library equipment including computer and printer, photocopier, 

fax machines.  
 

3. Ability to operate a multi-line telephone system including direct dialing station and voice mail sufficient to 
route calls quickly, correctly and without disconnecting the caller. 

 
4. Ability to satisfactorily and accurately answer customer requests for information regarding ILL requests. 

 
Language Skills: 

Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective oral 
and written communication skills to communicate productively with staff and library users. 
 

 
Physical Demands and Work Environment: 

The physical demands and work environment characteristics described on the attached Physical Demands 
Analysis are representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, requirements, 
and physical demands, with or without reasonable accommodation, of the position of Inter-Library Loan Assistant 
at GRRL and, if employed, I certify that I can and will perform the essential and non-essential functions of the 
position.  Management reserves the right to change job responsibilities, duties and hours as needs prevail.  This 
document is for management communication only and does not indicate a written or implied contract of 
employment.  
 
 
Acknowledgement of Review 
 
 
 
__________________________________                  ___________________  
Employee’s Signature     Date 
 
 
 
__________________________________  ___________________ 
Branch Manager or Supervisor’s Signature  Date    
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

 
          
Classification:   Collection Development Assistant   
 
Department/Location: Collection Development/GRRL Career Ladder: 
Range: 4 Range 5 positions 
Reports to: Regional Coordinator, Collection 

Development 
Range 6 positions 
Circulation Supervisor 

Status: Non-Exempt Branch Manager 
 
Date Approved:  05-30-02  
Date Revised:   09-14-10, 09-13-11, 03-20-12 
 
 

Position Summary: 
Under direct supervision, the position of Collection Development Assistant exists to perform general collection maintenance 
work for the region. 
 

Education/Experience: 
Completion of high school and one year of formal education or equivalent.  Six months of library experience. 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
Essential Job Duties Recommended 

% 
1. Runs reports on various Horizon statuses and follows procedures to resolve problems.  

a. Using Horizon Web Reporter software, runs reports of statuses with Requests to 
determine which are not being filled in a timely manner. 

b. Informs responsible staff person about items with a variety of inactive statuses and 
follows their instructions to withdraw, relocate, reorder, transfer hold queues or take 
other action to ensure a viable collection and an accurate public access catalog. 

c. Maintains lists of claimed returned materials and follows set procedures to ensure these 
items are searched for to maintain accurate patron records and an accurate public 
access catalog. 

25 

2. Responsible for securing materials requested by library customerspatrons but not owned by 
GRRL using InterLibrary Loan (ILL) services to obtain those materials from other libraries.  

a. Assists in making recommendations regarding purchase vs. ILL in order to obtain 
materials for patrons. 

b. Determines the appropriate agency from which to request items and transmits request. 
c. Handles inquiries about ILL items from patronscustomers, libraries and GRRL staff to 

provide a status report when needed. 
d. Processes any charges that result for GRRL, library patronscustomers or loaning libraries 

to ensure payment by the appropriate person or agency. 

25 

3. Works with cancelled on-order titles by canceling holds for out of print and out of stock items 
and notifying the patroncustomer to keep patronscustomers well informed, notifies Technical 
Services to delete on order records to ensure the accuracy of the public access catalog and 
notifies responsible staff person of canceled orders so the next course of action can be 
determined. 

5 

4. Maintains records of materials with a Lost or Missing status and for items with missing parts. 
Follows set procedures for replacement or withdrawing items at the appropriate point in the 

15 
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cycle. 
5. Oversees the evaluation and duplicate checking processes associated with donated materials. 

Recruits, trains and schedules volunteers to assist with gift materials.  
25 

6. Other essential ILL duties include but are not limited to the following: 
a. In coordination with other staff, act as backup for the ILL Assistant tasks, when the 

assistant is absent, to provide continuous good service to patronscustomers. 
b. Attends statewide ILL meetings and training sessions to stay abreast of statewide ILL 

practices and policies. 

5 

7. Attends GRRL staff meetings and takes part in continuing education and training opportunities. Ongoing 
 

Non-Essential Job Duties: 
1. Assists the Inter-Library Loan, HQ Circulation/Distribution reception, Acquisitions and Technical Services staff 

as needed. 
2. Provides training to other staff in Collection Ddevelopment procedures as needed. 
 

Qualifications: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to  perform the 
essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 

1. Ability to utilize computer skills to access and proficiently use the circulation module of the automation system and 
able to use the on line catalog to search for materials by author and title. 

2. Ability to operate a variety of library and office equipment including computer and printer, photocopier, fax 
machines. 

3. Ability to perform and use the following proficiently and accurately - data entry, word processing, database and 
other software applications, e-mail and Internet to produce correspondence, files, records, forms, reports and 
other documents. 

 

Language Skills: 
Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective oral and written 
communication skills to communicate productively with staff and library users. 
 

Physical Demands and Work Environment: 
The physical demands and work environment characteristics described on the attached Physical Demands Analysis are 
representative of those that must be met by an employee to successfully perform the essential functions of this job.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, requirements, and 
physical demands, with or without reasonable accommodation, of the position of Collection Development Assistant at GRRL 
and, if employed, I certify that I can and will perform the essential and non-essential functions of the position.  
Management reserves the right to change job responsibilities, duties and hours as needs prevail.  This document is for 
management communication only and does not indicate a written or implied contract of employment.  
 
 
Acknowledgement of Review 
 
 
 
__________________________________                  ___________________  
Employee’s Signature     Date 
 
 
 
__________________________________  ___________________ 
Branch Manager or Supervisor’s Signature  Date    
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

 
          
Classification:   Collection Development Assistant   
 
Department/Location: Collection Development/GRRL Career Ladder: 
Range: 4 Range 5 positions 
Reports to: Regional Coordinator, Collection 

Development 
Range 6 positions 
Circulation Supervisor 

Status: Non-Exempt Branch Manager 
 
Date Approved:  05-30-02  
Date Revised:   09-14-10, 09-13-11, 03-20-12 
 
 

Position Summary: 
Under direct supervision, the position of Collection Development Assistant exists to perform general collection maintenance 
work for the region. 
 

Education/Experience: 
Completion of high school and one year of formal education or equivalent.  Six months of library experience. 
 

Essential Job Duties: 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
Essential Job Duties Recommended 

% 
1. Runs reports on various Horizon statuses and follows procedures to resolve problems.  

a. Using Horizon Web Reporter software runs reports of statuses with Requests to 
determine which are not being filled in a timely manner. 

b. Informs responsible staff person about items with a variety of inactive statuses and 
follows their instructions to withdraw, relocate, reorder, transfer hold queues or take 
other action to ensure a viable collection and an accurate public access catalog. 

c. Maintains lists of claimed returned materials and follows set procedures to ensure these 
items are searched for to maintain accurate patron records and an accurate public 
access catalog. 

25 

2. Responsible for securing materials requested by library patrons but not owned by GRRL using 
InterLibrary Loan (ILL) services to obtain those materials from other libraries.  

a. Assists in making recommendations regarding purchase vs. ILL in order to obtain 
materials for patrons. 

b. Determines the appropriate agency from which to request items and transmits request. 
c. Handles inquiries about ILL items from patrons, libraries and GRRL staff to provide a 

status report when needed. 
d. Processes any charges that result for GRRL, library patrons or loaning libraries to ensure 

payment by the appropriate person or agency. 

25 

3. Works with cancelled on-order titles by canceling holds for out of print and out of stock items 
and notifying the patron to keep patrons well informed, notifies Technical Services to delete on 
order records to ensure the accuracy of the public access catalog and notifies responsible staff 
person of canceled orders so the next course of action can be determined. 

5 

4. Maintains records of materials with a Lost or Missing status and for items with missing parts. 15 
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Follows set procedures for replacement or withdrawing items at the appropriate point in the 
cycle. 

5. Oversees the evaluation and duplicate checking processes associated with donated materials. 
Recruits, trains and schedules volunteers to assist with gift materials.  

25 

6. Other essential ILL duties include but are not limited to the following: 
a. In coordination with other staff, act as backup for the ILL Assistant tasks, when the 

assistant is absent, to provide continuous good service to patrons. 
b. Attends statewide ILL meetings and training sessions to stay abreast of statewide ILL 

practices and policies. 

5 

7. Attends GRRL staff meetings and takes part in continuing education and training opportunities. Ongoing 
 

Non-Essential Job Duties: 
1. Assists the Inter-Library Loan, HQ Circulation/Distribution reception, Acquisitions and Technical Services staff 

as needed. 
2. Provides training to other staff in Collection Development procedures as needed. 
 

Qualifications: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to perform the 
essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 

1. Ability to utilize computer skills to access and proficiently use the circulation module of the automation system and 
able to use the online catalog to search for materials by author and title. 

2. Ability to operate a variety of library and office equipment including computer and printer, photocopier, fax 
machines. 

3. Ability to perform and use the following proficiently and accurately - data entry, word processing, database and 
other software applications, e-mail and Internet to produce correspondence, files, records, forms, reports and 
other documents. 

 

Language Skills: 
Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective oral and written 
communication skills to communicate productively with staff and library users. 
 

Physical Demands and Work Environment: 
The physical demands and work environment characteristics described on the attached Physical Demands Analysis are 
representative of those that must be met by an employee to successfully perform the essential functions of this job.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

Acceptance Statement 
I have carefully read, understand, and accept the position description, including the qualifications, requirements, and 
physical demands, with or without reasonable accommodation, of the position of Collection Development Assistant at GRRL 
and, if employed, I certify that I can and will perform the essential and non-essential functions of the position.  
Management reserves the right to change job responsibilities, duties and hours as needs prevail.  This document is for 
management communication only and does not indicate a written or implied contract of employment.  
 
 
Acknowledgement of Review 
 
 
 
__________________________________                  ___________________  
Employee’s Signature     Date 
 
 
 
__________________________________  ___________________ 
Branch Manager or Supervisor’s Signature  Date    
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