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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Adult Programmer Job Description

Job Type: Full Tirme, 40 hours per week Reparts fo: Community Enga germent Mar
Pay Grade: 4 Departrnert: Comrmiunity Enga germent
Pay Range: F14806 - $24.10 hourly Location: Bob Herzfeld Mermorial Library

The Adull Programmer & resporsibie for plkanning and impleme nting quality adult programming and assisting
patrors through a wide varety of library resouces.,

Highi school diploma required; urdergradudte degres ncommunicaliors prefared. Two veans of experence in
d public service selling required; public ibrary experience prefared. Ml be organized, friendly, self-
motvated, and committed 1o providing excelent public ibrary programs and services,

»  Generdl krowledge ofevent pkanning best praclices

»  kKnowledge of markeling and public relatiore principles

o Exzellent ol and written communications skilk and interpersonal skilk

s BEucellent customer service skils

o Computer fluency and willingress 1o learn new lechnologies

= Ability o effectively plkan, adminster, and esaludle events and programs

= Abilily I worka flexible schedule, includirg eve nirgs and Satudays

= Position requires walking and standing for long periods. Requires light [fting and carying of up o 40
pounds

= Offers diverse virtual and live programming in order to mest the wide range of needs and inferests
of ad ult patrons, and that goes beyvond the programirmer's own inferests,

»  Hormebound Deliveries could be assigned to this position.

»  Recording and editing videos forvirtual program if necessary.

»  Responsible for every aspect of prograrm and event execution including planning, organizing,
supply ordering, prormation, setup, insfruction, cleanup, and evaluation.

»  Canfinuously researches new program and event ideds to keep programming fresh and
exciting.

= Works as effective fearm rmember fo further shared goals of Cormmunity Engage ment
Departrrent and library.

o Coordinates with rma nagers to schedule staff assketance for events when necessary.
=  Azsils increation and maintenance of vitual prograrmiming database,



= answers ielephone and provides back-up at public help desks. answers a variely of questiors
including technalogy and computer help, reader's adv eBory, and general resaarch.
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Smithers, Banlon, AR 72015 201 Fickelt Road, Bryant, AR T2022

Assistant Branch Manager Job Description

JobType: Full Tirme, 40 hours per week Eeportsto:  Branch Monoger
FPoy Grode: 54 Cepartrment; Branch
Poy Range: $18.20- 327 30 hourly Location: Mo bel Boswell Mermorial Library

The Assefont Branch Manager & responsible for asseting in the monogerment of crcukation, materials
shelking, and resolving potron Bsues

Baochelor's Degree ple two years of public library experience preferred. Strong leadership qualities,
sound judgerment, seff-motivation, and the commitrment to providing excellent service in o public
library are essential,

Computer fluency and willingness to learn new technokgies

s Knowledge of professio nal library principles and practices

=  Expertes inlibrory's reso wurces, services, clhsification system, policies, ond procedures

s pAust ke working with people and be able to cooperate with other staff

= Ability to moke deceionsand superves the workofothers

= pust be able to worka flexible sched ule, including evenings and Saturdays

o Position requires walking and stonding for long periods. Eequires light [ifting aond carrying of up
to 40 pounds,

= Warks with the Branch Monoger fo ensure all service desks are coverad

s Troubleshoots problerms and issues for patrons and public service staff

= Recommends new crculation processas to increase efficency and accuracy

o Fomiliorzes self with ibrary policies o reac h expert leve|

s ponitors pofron behavior and e nforces librory code of conduct

= Ensures circubitiondesk b clean and orderly, and that holds are properly maintained
s Maointoins croulotion supples and requests appro priote orders

o Serves os selector for odult OVEs ot branch



Feeps informed of librory activities suc has programs, room bookings, and general news, and
communicates them to braonch employeas

Ha ndles darmaged fmiesing terms

Acts as Possport Maonoger/ Agent for Bryont Location

Azsils Friends of the Library with used book store

Other duties as assigred
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Bryant, AR 72022

Branch Library Assistant: Programming Job Description

Job Type: Full Timme, 40 hours per week Reportsto:  Branch Manoger
Poy Grode: 2 Cepartrment: Branch
FPay Range: $14.23 - 321 .35 hourly Location: hio b2l Boswell Mermorial Library

The Branch Library Assetant: Prograrmming & responsible for providing outsta nding < wtomer service fo
library patrons and colla borates with Aduolt Prograomirmers to provide quality ad ult programirming.

High 3¢ hool Diplorma, custormer service experience, and programming/event planning experience
prefered. The successful applicant needs fo be riendly, oulgoing, motivated, ond committed to
providing excelent service ina public ibrary environment,

o Condidate should be computer lilerate ond willing to kearn new technologies

= knowledge of po pular reading moterials, movies, and music

s pAust ike working with people aond be able to cooperate with all staff

s fust possess the temperament ond good judgment to effectively work with the general
public ond potrons, some of whorm may be rate or unreosonoble

o Excellent oral and written communications skills and inter personal skilks
s Accuracy in clerical skilk suchas typing and borcode scanning

=  Position requires walking and stonding for long periods, Requres light [ifting and camying of up
fo 40 pounds,
= Ability to work o flexible sched ule, including evenings and Saturdays

«  Provides outstanding customer service to patrons ofallages

o Checks materials inond out wing borcode scannerand EFID system

=  Registers patrore for new cords and enters data info system accurately and efficiently

s Asils patrons in locating materials and provides reader's adveory asselance

=  Provides possport service and maintains US Possport agent certification

o Colloborates with Community Engogement Departrment to provide assista nce for adult
programming for Bryant braonch pofrons

= Coordinatesand rure 3eed Library for both locations

s Romiliorzes self with librory policies ond od heres to therm



Mo nitors pafron behavior and enforces librory code of cond uct

Answers telephone and assits patrons with renewa k, lost terre, and materiak or services
questiors

Dther duties as assigned
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Bryant, AR 72022

Branch Library Assistant Job Description

Job Type: Fart Time, 22 houws perweek Reportsto:  Branch Manoger
Poy Grode: 2 Cepartrment: Branch
FPay Range: F13.01-5319.51 hourly Location: hio b2l Boswell Mermorial Library

The Branch Library Assetant &responsible forall public service operations including crculkation,
referance, and technokgy help.

High 3¢ hool Diplorma, custormer service experience, and programming/event planning experience
prefered. The successful applicant needs 1o be riendly, outgoing, motivated , and committed o
providing excelent service ina public ibrary environment,

o Condidate should be computer lilerate ond willing to l2orn new fec hnologies

= knowledge of po pular reading moterials, movies, and music

s pAust ike working with people and be able to cooperate with all staff

s fust possess the temperament ond good judgment to effectively work with the general
public and patrons, some of whorm may be rate or unreosonoble

o Accuracy in clerical skilk suchas typing ond borcode scanning

=  Position requires walking and stonding for long periods, Requres light [ifting and camying of up
to 40 pounds,

= Ability to worka flexible sched ule, including evenings and Saturdays

s Provides outstanding custormer service to patrons of allages from the Public Services desk

=  Provides technokbgy and computer assetance to adultand youth patrons

o Checks materials inond out wing barcode scanner and RFID system

»  Registers potrons for new librory cords and enters data info system occurately and efficiently

= Aszgls patrons in locating materiols and provides reader's ad vieory assieha nce

s Helps pofrons with o wide variety of computer tasks such os sefting up ermaik, creating social
medio accounts, and filling outweb forms

Confinuouwsly kearns new and changing technology

=  Familiorzes self with library policies ond od heres to them

»  ponitors patron behavior and enforces library code of conduct



shelves materiok as needead

Answers telephone and assils patrons with renewa k|, lost terre, and materiok or services
questiors

Dther duties as assigned
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Bryant, AR 72022

Branch Manager Job Description

Job Type: Full Timme, 40 hours per week Reportsto:  Library Drector
Poy Grode: 7 Cepartrment: Branch
FPay Range: 323.0% - 334,43 hourly Location: hio b2l Boswell Mermorial Library

The Branch Mo noger & responsible for directing oll octivities of the branch library including
operatiors, resowrces, and staff,

Moster's in Librory 3cience from an ALA accredited university plus 2 years of supervBory experience
are required . Sfrong kaodership gualities, sound judgrme nt, self-motivation, and the commitment o
providing excelent service ina public library are essential,

o Computer fluency and willingness o learn new fec hnologies, ples expert level Polors
krowledge

s Knowledge of professio nal library principles and practices

=  Expertes inlibrory's reso wurces, services, clhsification system, policies, ond procedures

s pAust ke working with people and be able to cooperate with other staff

s Ability to moke decisions and superviee the work of others, Ability o moke a schedule fo fit
patron demand.

s Ability to work a flexible sched ule, including evenings and Saturdays

=  Position requires walking and stonding for long periods, Requres light [ifting and camying of up
fo 40 pounds,

= Lupervises bronch employees aond makes schedule; assigns work and tasks to employess

«  Reviewsand approves branch employees' timesheets

o Collection develbprrent for branch, including books aond supplies

= Familiorzes self with library policies to reach expart evel

s pMonitors potron behavior and enforces library code of cond uct

=  Ensures library & clean, orderly, and that systems ond equiprment are maintained and
functioning

=  Books Meeting Eoom ond Heritoge Room



Leads staff and establishes a srong morale among branch employees by keeping inforrmed of
library news and cultivating an envronment of high motivation

Works closely with Public Services Monager fo ersure procesesand policies are followed
consistently bebween bcations

serves on Executive Committes al ngside Library Drector, Librory Monager, HRE Mo nager,
Cormmunity Engogement Mo nager, Buiding Cperations Maonager, and Systems Ad minsfrator.
Other duties as assigned
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Bryant, AR 72022

Branch Shelver Job Description

Job Type: Fart Timme, 18 houws per week Reportsto:  Branch Manoger
Poy Grode: 1 Cepartrment: Branch
FPay Range: F11.7% -317.8% hourly Location: hio b2l Boswell Mermorial Library

The Branch Shelver & resporsible for sorting o nd shelving all materials.

rust be ot east Téyearsold, be able to lift 30 ks, and be ablke to stond and workon hisfher feet for
at least & hows at a fime, The succesfulapplicant needs fo be friendly, outgoing, motivated, and
committed fo providing excellent service in o public librory environment.

Condidate should be computer lilerate and willing to learn new technolgies

o Knowledge of po pulor reading materials, movies, and music

= fdust ke working with people and ablke to cooperate with other staff

s Accuracy insheking materials according to Dewey Decimal System

= Able to work a flexible sched ule, including evenings and Saturdays

«  Position requires walking and stonding for long periods, Requres light lifting ond camying of up
to 50 pounds.,

«  Sorts maoteriok onto corts

= Mainfains the library shekes thro ugh shelving, straightening, and reading aond fronting shelves

»  Docosionally assits with ront desk duties, such os ¢ hecking materiok inand out, and
answering patron questions
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Branch Youth Services Programmer: Children Job Description

Job Ty e Full Tirme, 40 Fows per weeak Re porls to: Brairch Mdarager
Pay Grade: 4 Department:  Branch
Pay Rarnge:  31&80&- 32410 howrly Localion: Mabel Boswell Memorial Library

The Eranch Youlh Services Frogrammer: Chikdren s resporsible forall aspect of specialand rec uring hikdren's
Eroord s, oulreac h, asskling patrons, and providing reader’s advieory.

High School diploma plus e veas of cuslomer service and program plkanning experience are prefered. This
position requres youlo b2 oulgong, friendl, Felpful, erergelic, and commitled o providing excalient smvice
o childre nand Hher caredgivers ind public ibrary sething.

s Condickte shaukd be com puter literate and wiling 1o Barn naw tachrologiss

s Cargral owkedgs of populor oding matarial, movies, and music ;) axpart kel knowladge inc hikdren's
rre fericils

s haust like working with paople and be abke to coo parata with athar stalf. Teamwark skilk ara assa ntial,

s Knowladge of profassioral ibrory principkes, prcticas and trancs

s Expertis inlibory's resourcas, sarvicas, classilication systam, palicies and procadure

s Ahiliby toowark o Tlexible schad ulg, including avanings and waeakanos

s Pasitionrequies walking and standing for long parocs . Raguiras light ifing and carying of up o 40 pounck,

s Plars and executes specialdand recuring progrdms for children including romotion, supply ordering,
selup, execution, and cledaning

= Farticipates in Chikdren's Coleclion Develsprmental the Bramch

= Plars and conducls outreach viils 1o schook, dayoares, and other communily orgd nizatiors

s Prepares and pedforms songs and stories for g wide age range

= Familiarizes ssif with library policies arnd adbares 1o them

= Plirs and executes chibdren's field Iripgs 1o the library and prepares and corducts storyimes

= Buikds and monitors library dieplays; bangs and hakes down event flvers and siars

= haniton dowestars Felpdesk ard piovides reader’'s adviory

s AssklS wilh adult and teen programming dnd viiling aroups ds reeded

= Asskls incleaning of the shared storage spaces, and unpacks carts and malerials when finkhed

»  Olherduties as asigred
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Branch Youth Services Programmer: Teens Job Description

Job Ty e Full Tirme, 40 Fows per weeak Re porls to: Brairch Mdarager
Pay Grade: 4 Department:  Branch
Pay Rarnge:  31&80&- 32410 howrly Localion: Mabel Boswell Memorial Library

The Eranch Youlh Services Frogrdammer: Teers & responsible for all aspects of special and recurng leen's
Eroord s, oulreac h, asskling patrons, and providing reader’s advieory.

High School diploma plus e veas of cuslomer service and program plkanning experience are prefered. This
position requres youlo b2 oulgong, friendl, Felpful, erergelic, and commitled o providing excalient smvice
o childre nand Hher caredgivers ind public ibrary sething.

s Condickte shaukd be com puter literate and wiling 1o Barn naw tachrologiss

s Cargral owkedgs of populor oding matarial, movies, and music ;) axpart kel knowladge inc hikdren's
rre fericils

s haust like working with paople and be abke to coo parata with athar stalf. Teamwark skilk ara assa ntial,

s Knowladge of profassioral ibrory principkes, prcticas and trancs

s Expertis inlibory's resourcas, sarvicas, classilication systam, palicies and procadure

s Ahiliby toowark o Tlexible schad ulg, including avanings and waeakanos

s Pasitionrequies walking and standing for long parocs . Raguiras light ifing and carying of up o 40 pounck,

= Plars and executes specialand recuring ogrdrs for teens including promotion, supphy orderirg,
selup, execution, and cledaning

= Farlicipates in Young Adult Coliection Devaloprment al the Branch

= Plars and conducls outreach viils 1o schook, dayoares, and other communily orgd nizatiors

»  Prepares and pedforms songs and stories for o wide age range

= Familidarizes ssif with library policies and adbares 1o tham

= Plars and executes chibdren's fiekd Irigs 1o the library and prepares and corducts storyimes

= Buikds and monitors library displays; bangs and takes downevent flvers and siars

= haniton dowestars Felpdesk ard piovides reader’'s adviory

w AsskIS wilh adult and o hikdren's programming and visiling groups ds reeded

= Asskls incleaning of the shared storage spaces, and unpacks carls and malerils when finkhed

»  Olherduties as asigred
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Bryant, AR 72022

Building Operations Manager Job Description

Job Type: Full Timme, 40 hours per week Reportsto:  Library Drector
Poy Grode: 73 Cepaortrment; Building Operations
FPay Range: 326.75-340.13 hourly Location: Bob Herzfeld Memorial Library

The Building D perations Manoger & responsible for manoging all information technolk gy and
operatiore activities including od minsfration and autormation, communication, and retwaork systens,

facility mainfenance, security and rik assesment procedures for the Saline County Library.

Bochelor's degree in Computer S3cience or simior preferred . Strong pro blerm soking skilk, sound
udgerment, self-motivation, and the cormmitrment to providing excellent service in a public library are
eszential.

= Computer flue ncy and willingness 1o learn new tec hnologies

s Knowledge of software developrment methodolo gies and full so fhware develprment life cycle

= Knowledge of servers, systems odminetratio n principles, client architecture, aAD, DHCZPE, DHE,
Exc hange, ServerZ012, LAN/WANSEM, VLAN, WAP, and VOIP

o pAust like working with people ond be able to cooperate with ather staff

= Ability to maoke decisions and supervee the work of others

s Position requires light ifting and camying of up to 40 pounds

= Able to work a flexible sched ule, including evenings and weeke nds

s Supervisesand checks timesheets for T Support Specialst, Maintenonce Coordinator and
Ho leekeepers

s Supervises the daily o peration of the library's automated systerms and workstations, remaining
on callat all fimes

= Assils with IT Bsues for the Mid-Arkoreos Regional Library System libraries

s Troubleshoots hardwaore and software Esuesrelated to Windows operating systerms and servers

=  Responsible for design, implementation, integration, aond daily o perations of the library's
autormation and communication systems

= fdonitors Wi-Fi fraffic and cloud end point protection daily

o Serves as point of contoct for fre protection, occess contral systerm and security system



serves as project manager on all new ITsysterm and prod uctimplementatiors

With the Maointenonce Coordinator, ressarc hes and makes recommendations for large
purchases and repars to ensure functioning of building operations

Coordinotes purc hoses of supplies and equiprment for T and Maintenaonce staff

Coordinotes the library's ermergency response team and cond ucts safety drile with staff

Fo miliorizes self with library policies to reach expert level

serves on Executive Committee alo ngside Librory Drec for, Librory Monoger, Bro nc h Mo nager,
HR Manager, Cormmunity Engogement Manoger, and Systems Adminestrator,
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Bob Herzfeld Memorial Library Mabel Boswell Memaorial Library
1800 Srithers, Benlon, AR 72015 201 Prickel! Rood, Brydant, AR 72022

Cataloging Librarian Job Description

JobType: FUlFTirme, 40 hours per week Re ports 1o Collectiors Mdrager
Pay Grade: & Department: Collechiors
Poy Range: 31867 - 325.01 hourly Location: Bo b HerZfekd Memorial Library

The Catalging Librarian & resporeble for cataloging materials for the Saline County Librany.
GQualifications

Kaster's Degree in Library 3cience froman als accredited university (or progress towards a degree ) plus
2 years of public lbrary experience. The successful applicant needs to ke friendly and self-motivated with
d professiornal demednor,

Required Knowledge, Skills, and Abilifies

»  Computer flusncy ard wilingress o learn rew e hrologiss

= Experience ing dn integrated onling systerm

= Excelent organizational skilk

»  krowkeddge of public library rends

»  Krowlkedge of libary materials

= Abilily lo paform origiraland copy catakeging of materiak inall formats including AA7 B2 and MarRT
formals and Library of Congres subject headings

w BALET ke wor g with peoplke and be able 1o cooperdle with other staff

= Experlee in library's resowrces, ssrvices, chssification systermn, policies ard roced ures

= Position requires light [fting and camying of up 1o 40 pounds

Responsibilifies

s Parforms ariginal and copy catakging of all matariak
= ASSEE with InberLibnary Lodn Beo uests
s Coatagorizes and ckasilies ibrary matariab Tollewing lirary stancarcs and guickslinss

= Inputs astaib dbo ot neee mmdtEna ks ik librdry Satalag and ansuras all matarial can ba ratrigwad addilty
s Fik infor othar stafl inthe colkctiors process o8 neadad

s Bfays informed of rew colkections, ga meas, and tem typas wit hin the library system and adjusts rac ok
accordingly

s Clan input and s uggestions Tor Buikding, maintaining, and clkasilyving exsting ard mew matanalcallection

s Armwars felephons and cesils patrons with rangeeal, et tams, and matariak or sarvicas quastions
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Bob Herzfeld Memorial Library Mabel Boswell Memaorial Library
1800 Srithers, Benlon, AR 72015 201 Prickel! Rood, Brydant, AR 72022

Collections Assistant Job Description

JobType: FUlFTirme, 40 hours per week Re ports 1o Collectiors Mdrager
Pay Grade: 3 Department: Collechiors
Poy Range: 31423 - 321 .35 hourly Location: Bo b HerZfekd Memorial Library

The Collections sssistant & resporsible for the receipt and proper distribution of all rmateriak for the Saline
—ounty Library,

Quadlifications

Bachelor's Degree pls 2 yvears of public ibrary experience . The successful applicant neads to b friendly
and selff-rmotivated with a professional dermeanor. Strong keadership qualities, sound judgrrent, seif-
rrativation, and the commitrment to providing excellent service ind public library ore essential.

Required Knowledge, Skills, and Abilifies

Computer fluency dand willingress 1o ledrm new lechnolodgies

»  krowkeddge of public library rends

= MALEL like working wilh people and be dble 1o coopaerale with other staff
= Farmilicrity with data entry and ability b mainkain accurale records

= Position requies light lifting arnd camyirg of up o 40 pounds

Responsibilifies

= Raceives rmaleridk shiprmenk and reviews packing slips for acowacy

= Asskls wilh Interlibary Lodn Reguesis

»  Ersures received lerms are dllin good corditionand returrs dany damaged ikerrs

 Compleles receiing process in SrsiDyni for all ilerns

»  Checks odering nformation such e price and sowce and credtes notalion oneach ilerm in the evert
thiat item & damaged or st and musl be billed

s Adds barcodes and properly stamp o all res materiak

= RAdintding rew book collection

s Froceses damaged materiak by replkacirg oases and makirg recomrmendatiors of replacemeant iterms

s ArEwers lelkphone and askls pairors with renewak, ksl itemns, and malerials or services questiors

= Helps caltalog materials as resded
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Bob Herzfeld Memorial Library Mabel Boswell Memaorial Library
1800 Srithers, Benlon, AR 72015 201 Prickel! Rood, Brydant, AR 72022

Collections Manager Job Description

JobType: FUlFTirme, 40 hours per week Re ports 1o Library Director
Pay Grade: & Department: Collechiors
Poy Range: 32085 - 330,57 hourly Location: Bo b HerZfekd Memorial Library

The Collec hions Manager & responsible for managing all collechiors aclivilies including receipt, calalaging, and
organization of al maleriak for the Salire CTounty Library,

Qualifications

Mastar's Degres i Library Science from an ALa accredited university plus 2 yvears of public library experiernce
DR 10 vears of public ibrary experience. Knowledge of calaloging wing the Dewey Decimal Systern and
ARTEZ, strong leaders hip qualiies, sound judgment, sef-motation, and the commitment 1o providing
excelent service ind public ibrary are esantial,

Required Knowledge, Skills, and Abilifies

Computer fluency and willingress 1o ledarn new lechnologies, plus expert level Pokars knowledoes
»  Krowkedge of professional library principles and practices

=  Experlee in library's resources, ssrvices, chssification systermn, policies ard roced ures

w ALK ke wor Hng with people and be able o cooperdle with other staff

= Ability to make deckiors and supervise the work of others

= Position requies light lifting arnd camyirg of up o 40 pounds

s Akl to work a flexible schedule, including mighils (unlil 700 pom.) and Satudays

Responsibiliies

= Superviees Collechions staff, tracks schedules, and assigns work and tasks 1o employaes
= Asskls wil b Interlibaary Lodn Requesls

= Farmiliarizes sef with ibrary policies 1o reach expert kevel

= Emsures that maleridk are catdloged ard made skef ready ina time by manner

= Ensures Collections Depdartrment and workroom are cledandand orderly

= Mdintaing colechiors supplies and requests appropriale orders

= Mardges ard coordirales special pojeck assigred to Colectiors Departmeant

»  Ensures daily delvery of the bags to and friam the branch



Mokes sure rmateriak are made shelf ready by kbeling with oall numbers, adding sec wity, ard
wWid pping boo ks with protective covers

Desigrdles materiak thal are on hold for patrore
Does findl ins paechion on all materiak and ensures mdleriak gel to ther desigrated boaltiors
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Community Engagement Manager Job Description

Job Type: Full-Tirme, 40 hours per week Eepordsio: Library Drector
Fay Grade: 7 Depariment: Community Engogerment
Fay Range: 32309 -334.43 hourly Locafion: Bo b Herzfeld Mermorial Library

The Community Engagernent Manager oversees pknning, implermentation, and evaluation of all
marketing ond communications aclivities for the Saline County Library system.

Baochelor's Degrees in Marketing or relted field erequired. Thie position requires you fo b2 organized,
innovative, self-motivated, and committed to developing a brand ide ntity that sup ports the library's
mision and goak.,

Computer literacy and willingness fo learn new technologies. Expertee needed in Adobe Creative
Suite

= fdust like working with people and be able to cooperate with other staff

Knowledge of public ibrary and nonprofit marketing frends

= A positive attitude and professional demea nor to represent the library at programs and
community events

s Ability to speak in public to o wide variety of oudiences, and fo network with other professionok in
saline County

= Builds partnerships with local businesses, community orga nizations, and community eaders to
further sfrengthe n the librory's relationship with the community

= Monoges braond dentity and creates and approves library's graphic art including ads, brochures,
flyers, cords, etfc.

s Ensures execution of diverse, hig hbquality od ult prograrm rming

= Ensures completion and diefribution of librory communications including Experiences Mogozine, e-
newsletters and e-blasts, ond pressrelkeases

=  Ensures library's participation in community-wide events, Thie includes setting up booths, attending
meetings, and speaking

o Updaotes and monoges all sociol medio accounts

[Develbps library's marketing plan



Assils the ad minsfrative feamwith community input and communications for the annual report
and strotegic plkn

Uzes marketing doto to promote specific librory services fo cerfain areas of the co unty

Mo noges staffond opproves schedules and fimesheets

serves on Executive Committee alo ngside Library Direc for, Library Manager, Branc h Mo nager, HE
ko nager, Buikding Operations Manoger, and Systems Ad minestrator,
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Community Librarian Job Description

Job Type: Full-Tirme, 40 hours per wae k Eepors fo: Community Engogement Mor
Fay Grade: 5 Depariment: Community Engagement
Fay Range: 318467 -32501 hourly Locafion: Bo b Herzfeld Mermorial Library

The Cormmunity Lbrarian & resporsible for building and developing cormmunity partnerships, oversesing
the non-fiction, local history and genedalogy collectiors, and providing oulstanding service fo patrores.

Kaster's in Lbrary 3cience frorman AL accredited university ples 2 years of public library experience are
requred. M et b= organized, friendly, self-maotivated, and committed to providing excelent custormer
SErVICE,

»  Caomputer fluency and willingrness to learn new technolbgies

»  Knowledge of professional library principles and practices

= Experfiza in libiary's resowrces, services, classification sywtem, policies and procedures

= Expert level knowledge in the ibrary's nonfiction, and elecironic resowrces,

= sl like working with people and be able fo cooperate with other staff

= Akility o work a flexible schedule, including evenings and Saturdays

= Position requires walking and standing for lkbng periods. Requires light [ifting and camying of up fo 40
pourds.

»  Oversees the non-fiction, local hetory/ge realogy collectiors including ordering and weeding books,
rranuecripts, photogra pre, databases, micrafilm newspd pers, abitudries and other resourcas,

»  Plare and conduct periodic genedlogy prograrme—yrtual or in-person de pending on
crourmmstances—in conjunction with programmers and marketing staff.

»  Develops and mdintdins comrmunity partrers hips by atterd ing rmeetings and planning activ ties with
partners &.q. library participation in blood ba nk drives, flu shot clinics, Saline Cdres, Kiwdnie, ete.

»  Spedks at community events and assits in library oufreach.

= Works with Qufreach Librarian and Marketing departrrent to coordinate library's participation in big
community events suchas porades.

= Works with Qufreach Librarian fo rmaintain Book Boxes throughout cormmiuniby.



Kay be called upon to assikt at the public help desk especially o answer more specific research
questions for gerealogy/focal histary, but alsa for fechnology o nd computer help, reader’'s advieory,
and gereral research.

Answers felephore and assels patrans with renewak, lost terms, and rmateriak or services g uestions.,
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Financial Coordinator Job Description

Job Type: Full Tirme, 40 hours per week Reports o HR hManager
Pay Grade: 4 Departrnent: &d minkration
Pay Range: F14806 - $24.10 hourly Location: Bob Herzfeld Mermorial Library

The Arancial Coordinglor is resporsible for maintdining the financial duties of the Saline County Lbrary,
inc luding Bill pay and accurate record keeping of all financ i i nsac tions.

Backalx's Dedres in Accounling or Busings adminkirdation prefered plus exparience wil b nor- poafil financial
rmanagemeant. 3ound judgment, integrity, and altenhion 1o deldil are essenhial.

Compuler and office equiprme nt flue noy and willing ness 1o kedam new lechnokbgies
= ACCUraCy inrecond kesping ard work roduct

» BALEL ke working with people and be able o cooperdle with other shaff

o Professional demeanor and ability ' mdintain corfidentiality of records

= Shrong written and verbal communication skilk

» BEeperience sing SuickBooks or simikar acoounting software prefered

«  Asskls Direchor with preparationof the annual budged

» Implermeants fimancial policies ard communicates effective by wilh Public Sarvices, Bryant Brarch,
and Buiding O peraliors Depart menls 1o ersure aoc urdle money dcceplance procedures

s Proceses vendor imvaices

«  Pays bilk ina timely manrer ard racks payments as reeded

s keeps accounting of sakes tax owed and sends monthily report 1o the Depdartment of Firdrce and
Adrminsiration

Ersures security for all staff credil cards and verifies charges

s Reconcies bank account monthiby

s Prepares financial skate ments for Boord of Trustees and altends Bi-monthly board meetings

AssElS wil b annualaudit by providing requested reconds drd answering quashionrs

«  Mdintaing and digiltzes findancial files and recordk

«  Displays enthusiasm and initiative in assisting in library wide activities suchas surmmer reading
procrans dand ke book salke

«  Coordindgtes fulklime emploves ermoliment on library vehic ke irsurdnce policy
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Bryant, AR 72022

Housekeeper Job Description

Job Type: Full Timme, 40 hours per week Reportsto:  Building Operations Monager
Poy Grode: 1 Cepaortrment; Building Operations
FPay Range: F11.7% -317.8% hourly Location: Bob Herzfekd Memorial Library

The Housskeeper & responsible for allinterior houwsekeeping activities at the Bob Herzfeld and Mo be|
Boswell Memorial Libraries.

High Sz hool Diplkormao ond o valid Arkansas Criver's License are requred,

= Knowledge of commerncial cleaning supplies, procedures, and techniques

s Able to accurately estimate fime and materials requireme nts for assigned cleaning duties

= Ability to communicate and work cooperatively with other librory sto ff

=  Faosition requires walking and stonding for long periods, Requres light [ifting and camying of up
to 40 pounds,

«  pMaintoins an inve ntory of cleaning o nd mainte nonce supples and requests purc hases

= Vacuurms carpetsand sweeps and mops hard floors

«  Cleans bathrooms as needed and replices paper prod ucts daily

o Dusts and cleans librory shelves, blinds, fobles and chais

o Cleans and disinfects stainless steelwaoter fountains and elevators

s Ensures mesting room and boord roomare in good condition

= Waoters pknfs

= Ensures upstairs entry wayand circulation desk are in clean condifion to prepare for buiding
o pEning

= Occosionally clears offices and workrooms by sweeping or vacuuming

s Cleans stoff brea kroom

= Light cleaning of the Gonn Muessum when necessary and occasional deepclean
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Bob Herzfeld Memorial Library Mobel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Brydant, AR 72022

Hum an Resources Manager Job Description

Job Type: Full-Tirre, 40 hours per week Reparts to: Library Director
Poy Grode: 7 Ceportrment:  Adminkfration
Faoy Range: 32309 - $34.43 hourly Location: Bo b Herzfeld Mermorial Library

The Humdn Resowoss Mandager s resporsible for personrmelrecord keeping. facilitatirg compliance with HR
ks, rmanaging shaff berefits and pavoll, and handling the inferviewing and hinng proces for both branches.,

Bachekx's Degree in Human Resources, Management or rekated field and 3 vears of human resources
exparience dre required. A professiomal demedanor drd slrong initiative 1o b2 a library leader dre essential,

»  Compuler and office equiprme nt flue noy and willing ness 1o keam new lechnokbgies

»  krowkedge of allapplicable e mply ment kiws including, but nol imited o, ADA, FLSA, FRLA and OEHA
= BMALEL like working wilth people and be able lo cooparale with and motivate shaff

» Acciurdacy inrecord keeping and work oduct

o Professional demeanor and ability ' mdaintain corfidentiaity of records

= Oversess dll humadn resowces rareachions, such as pb postingg, inlerviewing, new hire onboarding,
diciplingry achions, and rveshigalions

= With the Direclor, s2ls rew hire pay rates based oncompersalion policy

= hadintding peronre filks and erswes allemploves dala s curent and accwdle

o Manages and perfor e dll aspects of pawoll

= Serves ds barefils adminsirator and pkrs annudl staff open emraliment

= Radintding Persanne | Folicy and Employves Handboo kand reco mme nds updales as readead

= Monilons pedormance evalualions and assels managers as needed

=  Scheduks and kads staff develspment and Irdining with Lbrary and Branch Mamaoerns

s Credles innowvdlive programs for staff lo boost mordle and efficiency

» Supervies Financial Coordinahor

= Serves on lbedary BExeculive Committes ard as Secrelary o Board of Trustess

w  Counls money diawer weekly

»  Dtherdulies as daesigned
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Bryant, AR 72022

IT Support Specialist Job Description

Job Type: Full Timme, 40 hours per week Reportsto:  Building Operations Monager
Poy Grode: 4 Cepaortrment; Building Operations
FPay Range: F1606- 324 .10 hourly Location: Bob Herzfekd Memorial Library

The T iupport Specidlsl & responsible for daily management and routing mdinke nance of irsldlled dpplicalions,
servers, rehworks, and allrekited T equipment for the Salire County Library.

2 years of experience ina public rary or T departrme it are required . Willingress 1o aid staff and palrors wilth
lechnokogy, sef-molwalion, and the commitment 1o oviding excellient service in a publc ibrary ae essential,

Mg have greal communicalion, arnabtical and problem-soling skilk witha we ko unded background in
lechirmskody.

s Computer fluency and willingness fo leorn new fec hnologies, ple knowlkedge of Syrmpho ry
and SirsiDynix,

= Ability to froubleshoot LANSW AN networking configurations including switches, routers,
firewa ks, WPH, ond wireless occess poinfs

= Ability to troubleshoot servers, Microsoft Active Drectory, DHCZP, DHS, Bmal, and SGL
Do to bose services

= Working knowledge of telecommunications systerms including VOIP, Video and Digital Yoice

o pAust ke working with people ond able fo cooperate with other staff

=  Position requires light lifting and camying of up to 40 pounds

= Able to work o flexible sched ule, including 1 Saturday a month.

o Willwork in the Maobel Boswell Mermorial Library 2 daoys o week

= etollotion, configuation, and mainte nance of servers, networking equipment, desktop PCs,
ki ptops and software applications for ITsysterms including email, document manageme nt,
printing , datoboss, and remote access

= Performs roubleshooting of M systems o dentify and resolve Esuesin a timely mao nner

=  Famiiorzes sslf with librany policies to reach expart level

DrganiEes seb-up, and instructs foroudio vieual needs of staff and pafrons

s Provides [Tassistance in computer lob and with devices for pafrons vio the Ask Here Desk



Responsible for asskting Mid &k Regional Libraries with Tec hnical [ssues
Helps deliver materiak between bronches as neseded

Responsible for keeping up to date with asigned help desk tickets
Responsible for maintaining the Gann Mueeurm computer equiprment
Other duties as assigred
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Library Assistant Job Description

Job Type: Full Timme, 40 hours per week Reportsto:  Public Sarvices Manager
Pay Grode: 2 Cepartrment: Public Services
Poy Bange: F13.01-%19.51 hourly Location: Bob Herzfeld Mermorial Library

The Library Assetant & responsible for providing o utstanding custormer service to library patrons fram
the Public Services desk.

High 5 hool Diplorma and custormer service experience prefered. The successful a pplicant needs to
be friendly, outgoing, motivated, and cormmitted fo providing excellent service ina public library
envronment.

Candidate should be cormputer literate and willing 1o learn new technolbgies

»  knowledge of popukr reading materiak, movies, and msic

= MLEl like working with people and be able o cooperate with all staff

= MALEF possess the temperarment and good judgment to effectively work with the gereral public
and patrore, sorme of whorn may be rate or urreasonable

»  Accuracy in clerical skills such as typing and barcode soa nning

= Position requires walking and standing for lbong periods. Requires light lifting and camying of up fo 40
o unds.

= Akility o work a flexible schedule, including evenings and Saturdays

»  Provides oulstonding cwslormer service fo patrore of all ages from the Public Services desk
»  Checks materiagk inand out using barcode scanner and RFIDswstermn

= Registers patrore for new cards and enfers data into system accurately and efficiently

= Assils patrans in locating matericak and provides reader’s advieory assetance

»  Provides passport service and maintaire US Passport agent cerification

=  Familiorees sef with library policies and adheresto them

»  Monitors pafron behavior and enforces ibrary code of conduct

= fManitors the ask Here desk and computer kb

»  Arewers telephone and asskls pafrons with renewak, [ost ilerrs, and materiak or services
= Dther duties as assigned
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Bryant, AR 72022

Library Assistant: Marketing Job Description

Job Type: Full Timme, 40 hours per week Reportsto:  Public Services Manager
Poy Grode: 2 Cepartrment: Public Services Mo nager
FPay Range: $14.23 - 321 .35 hourly Location: Bob Herzfeld Memorial Library

The Library Assetant: Marketing Assetant Bresporeible for providing outstanding custormer service to
library patrons from the Public Sarvices deskand assiting Marketing with various tasks,

High 3¢ hool Diplorma ond customer service experience prefered. The successfulapplicant needs to
be friendly, outgoing, motivated, and committed to providing excellent service in o public ibrory
envronment. Adobe Suite, web design, and graphic design experience prefemred.

o Condidate should be computer lilerate ond willing to l2orn new fec hnologies

= knowledge of po pular reading moterials, movies, and music

s pAust ike working with people aond be able to cooperate with all staff

s fust possess the temperament and good judgment to effectively work with the general
public ond potrons, some of whorm may be rate or unreosonoble

o Accuracy in clerical skilk suchas typing ond borcode scanning

=  Fasition requires walking and stonding for long periods, Requres light [ifting and camying of up
to 40 pounds,

= Ability to work o flexible sched ule, including evenings and Saturdays

s Provides outstanding custormer service to patrons of allages from the Public Services desk

=  Checks materials inand out wing barcode scanner and RFID system

«  Registers patrore for new cords and enters data info system accurately and efficiently

o Asils patrons in locating moterials ond provides reader's od vieory asselance

=  Provides possport service and maintains US Possport agent certification

s Rormiliorzes self with library policies and od heres to themm

= Monitors patron behavior and enforces librory code of cond uct

»  pMonitors the Ask Here deskas needed

= Answers telephone and assets patrons with renewa k|, lost iterme, and materiak or services
questiors



«  Works up to bwo hours o weekon marketing duties such as updating we bsite, designing
materiak, organzing inventory, creating graphics and other tosks os needed . Additional hours
met be approved by manager, if time is avaikble,



