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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: Fart Time, 29 houws perweek Reportsto:  Public Sarvices Manager
Pay Grode: 2 Cepartrment: Public Services
Poy Bange: F13.01-%19.51 hourly Location: Bob Herzfeld Mermorial Library

The Port Tirme Library AssEhant is resporsible for providing oulstanding cuslomer service 1o liray patiors from
the Public Services desk.

High School Diploma and Cuslo mer service experience prefered. The successfulapplicant reeds 1o be friendhy,
oulgoing, motvaled, and commitled o providing excellent service ind public ibrary ervironment.

»  Candidate should be computer lilerte ard willing 1o kam new lechnolgies

kKnowledge of popukar reading maledak, movies, and music

w A ke working with people and ke able 1o cooperate with all staff

= MALEl possess ke lemparament and good judgment 1o effectively work wilth the gereral public and
patrors, sorme of whom may be rale o urredsorablke

» Accuacy inclrical skilk such s by ping and barcode soanning

= Posilion requires walkirg and standing for bng periods. Requiras ig bt iftirg and carying of up 1o 40
pounds,

= sl be able to work approximalely 25 howrs per week

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

= Provides oulslanding cuslomer service 1o palrors of all ages from the Public Services desk

»  Checks materiak inand oul wsing barcode scanner and RFID syshkem

= Regiters palrons for rew library cands and enters data inlo system accualely ard efficient i

s Asskls pairors nlocaling materiak and provides reader’s advieory asselance

o Continuosly kearns rew and changing lechnokgy Ramiiorizes self with ibrary policies and adberes 1o
therm

= Farmilicrizes sef with libeary polices and adberes 1o them

= onibons paron bebavior and enforces lbrary code of conduct

= Bonilors the ssk Here desk as needed

w ArEwens lelkphone and skl pairors with renewdk, kel items, and maleridals or services questiors

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

Libr ary Director Job Description

Job Type: Full-Tirme, 40 hours per week Eeports to: Boord of Trefees
Pay Grode: 2 Cepartrment;  Adminkfration
Poy Range: $3530- 35294 hourly Location: Bo b Herzfeld Mermorial Library

The Library Direchor & resporsible for oversesing the Saline Counly Library system corssling of the Bob Harzfeld
Mermorial Library and the Mabel Boswell Mermaorial Libeary ranch.

Master's degree in Lbrary 3cience from an ALS acoredited unversity pls a minimum of 5 veans adminstrative
experience that demorsirates manage ment ability and lkeades hip qualiies required 1o perform the esential
furnctiors of this position. Experience working with or re porting 1o a governirg bodand & highly desrable.

Computer and office equipment fluency and wilingress 1o lkeam new lechnokgies

= AL ke working with people and be able 1o cooperale with and motvate shaff

»  PFrofessiornal demearar and ability o maintain corfidentality of records

= MED be able o effectively mullitask and keeptrock of ongoing projects ard timealires sirmu iha reo sy
= Ability o worka flexible schedule, inc luding eve nings and Saturdays

= Recomrmends 1o the Library Board an annudl budget of approximately $3.000,000 and provides regubr
finrancidlre ports 1o the Board

»  Adminklers special pojecls required by the library and Library Board such as buikding grograrms and
rrillcige Campaians

s Resporsible for the library's straledic planning process

»  Works closely with variows departmenls and offices of the counly government including the GSuorum
Courd

»  Coordindgltes and direch aclivities of variows library depdartmenls concerning personnel, resources,
equiprnent, services, and progrdans

= Superviees Library Marmager, ard manages of HR, Branch, Coliechiors, Community Engagerment ard
Buikding Operaliore depdriments

= Works closely with and provides support 1o managerns 1o ersure services and policies are imple me nted
efficiently ard communicaled effectively thraughout orary syslem
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Bob Herzfe ld Memorial Library Muobel Boswell Memorial Library
1800 Srnithers, Benton, AR 72015 201 Prickelt Road, Bryant, AR 72022

Library Manager Job Description

Job Type: FullTirme, 40 Fours per wes k Reports to Librairy Dractor
Pay Grade: & Department Adrmirsiralion
Pay Range: 331 .84 - 547 48 hourly Location: Bo b HerZfekd Meamorial Library

The Library Marager & res porsibie for oveneaeng the Public Servicas and Youth Services departmenls ard
enswring oulsianding customer service & delvered unifor mby from pubic-facing de partrmenls.

Kaster's degree in Library Science from an & Ls accorediled universily plus 5 years of superveory experence. &
professiondal demednor ard siro ng inilidlive 1o ba d library leader are essantial,

s Computarand office aquiprme it flusney and willingres 1o eoarn rew e hnokg ies

s bAust like working with peopke and be abks o motivate stall and Toster teammark acrass depadment lines

s Professionaldemeaanar and ability 1o mainkain o nfidentiality of recorcs

st exercie sound jucigment, identify and ceses poblems, and deckively implemant apmropriate solutio s
O rEcarmirme nalatio s

»  Ability toaffactivaly muttitesk and keep rack ol angaing projects and timalings simultanaad by

s Aty taowark a Tlexible schad ulg, including evanings and Saturdans

s Luparveas manageas of Public Sarvicas and Youth Sarvicas de part mants, and Tostars teameark and co hasion
among saportmants, Ermues pubic dasks ara wallstalfad

s Rasobeas aaily 55 s among public-facing departmants and sugsasts policy and proced o ¢ ha ngas

»  Focuses overallafiort on providing exceptional customer service, including ralking the main brary team
cro una fhis goal and resoling patron com plaints os neadeac

»  Buikls partnarships with ocal businesses, community oganizations, and ¢ omm unity socders

s Rasporsible for coordinating and implemanting projects such o Adopt-aitreet, vitual book sakes, and gift
b sakes. Bomea prajects will b incalkbaration wit h Cammunity Engagemeant Maragser and Fienck of the
Libwery

»  Admintters s pacial projacts raquirad by the library and Library Boara sue hos buikding programs and milkge
COmpAgns

o Coordinatas and schadukes all adult valuntaars and community $8ric & warkars

o Rohedulss and keack stafl development and training with HE and Branc b Mancgesr

= harvas on Eacutive Commitas albngsicke Library Dectarn, Branch Manager, HR Marnagear, Communiby
Ergagama nt Managar, Buikding Oparations Mamagar, and Syitams Admirstratar,
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Bryant, AR 72022

Maintenance Coordinator 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 Maintenaonce Coordinotor & responsible for allgeneral mainfenance of the buidings, grounds,
and equiprment at both library locations.

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

= Ability to parform basic carpe ntry, electric work, aond equiprment maintenaonce and repar

s Ability to operate arriding lown mower and other landscaping took

o Position requires walking and stonding for long periods. REequres heavy lifting ond camying of
S0 pounds ar mare,

s Ability to maintain working relatio rehips with representatives of compa nies with co ntractual
service agreements, including HY AC systerms, fire akirm, and elevator operations

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

=  Pearforms basic repars on buidings and components such as doors, furniture, locks, etc,

«  Performs buiding upkeep activities including fouch-up painfing, shampooing carpets, etc.

s Performs minor electricalworkrequired to re ploce ballosts, light bulbs, ond fubes,

=  Performs general kbbor thatrequires climbing bdders, carying heavy objects, and using fook
for re pair,

= Collects trash daily from the Benton buiding and three timmes per week from the Bryant
building.

o repect and spotclears Bryont building restrooms three fimes per week; assiels with other
cleaning d uties ot either locationas needed.

»  Maintains kawn and grounds by planting, mowing, raking, mulching, and frirmming [in
conjunction with o utside lawn service).

s Power woshes buiding exteriors and sidewalks as needed,

= [elivers transit tems between Benfonand Bryant locatiors daily, Stocks book bckaers as
needed. Moy occasio nally provide book delivery between Mid-Ark library locatiors.



Assils in meeting room setup and tear down for library-led programs

Responsible for basic mairtenance of the Gann MEsum

Respansible for ibrary vehicle mainfena nce

Moy be called into oddress emergency situations such as water eaks, HY AT problems, and
inclement weaather preparations,

Oither duties as assigned.
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Bob Herzfeld Memorial Library Mobel Boswell Memorial Library
1800 Srmithers, Benton, AR 72015 201 Prickel! Rood, Brydant, AR 72022

Marketing Coordinator Job Description

Job Type: Full-Tirme:, 40 hours per week Eepordsio: Cormrmunity Engagerment Mgr
Fay Grade: 5.2 Depariment: Cormmunity Engogement
Fay Range: F17.29-32593 hourly Locafion: Bo b Herzfeld Mermorial Library

The Mcrketing Coordinctor ceskts in the plonning, impleme ntation, and evaoluation of
communications and mearketing activities for the Saline County Librory system.

Bochelor's Degees in Morketing, Graphic Design, Communications or relaed field preferre d. This
position requires you fo be orgonizzd, innovative, self-motivated, and committe d te developing
o brond identity that supperts the librory's mision ond goals.

= Computer lterocy and wilingness fo leorn new technologies. Expertes needed in Adobe
Creotive Sute and Canva

=  Must like working with pecple and be able to cooperate with other stcff

= Knowledge of public librery end nonproft morketing trenck

= A positive attifude and prefessionol demeancor to represent the librory ot progroms ond
community events

»  Ability to speak in public to o wide voriety of caudiences, and to network with other
professionals in Sdine County

= Creates fiyers aond graphic ort to promete librory events, progroms, and services

=  Manoges website, includng writing news stories, creating pests and pages, and adding
staff profiles

= Tokes pictures ot liorary events, cttencs meetings, andruns booths of community everts

» Creaotes content and updaotes socid medio occounts

= Conducts community merketing research and focus groups to assktin strategic planning

* Maokes recommendotions for new services

= Analyzes dototo create torgeted meorketing prometions, including cutreoch atschools
ond community centers

= Creates e-newsketter and mogeozine eoch month



Cwersees video editing for all vitual programs

Acts ce a programmer liokon which includes; attending programming meetings, providing
suppert for promeotion and video cesktance when needed, ond suggesting idecs

Asskls in updating Merketing plen ond establehing Saline County Librory's brand
Communic ates with lbcal medic through press relecees, weekly emuails, and inferviews
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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

Outreach Coordinator 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 Dulreac h Coordindlor & res ponsile for coordinaling outreach efforls, and develo ping o ulreach activities
lo promote ibrary progrd mming, resources and services

2 years of public library experience or 5 yveadrs of markeling, cormmunily o ulreach, or event pbinning expaerience
dre required. Must be organized, friendly, seff-motvated, comfortable al multidasking, and commitled o
providing excelent public brary programs and services.,

»  Computer fluency ard wilingres o earn rew lec hrologies

= Expertiee in library's resowrces, services, classficalion syvstemn, policies and procedures

o Generdl owledge of popular reading maleriak, movies, and music

= ALEL like working wilh peopke and be dble 1o cooperale with other staff

= Abkility ko worka flexible schedule, including eve nings and Saturdays

= Position reguires walking and standing for kong periods. Requires light fting and camying of ug o 40
pounds

o Confidence in make conrechions in the communily and among organizaliors

= Resporsible for every aspect of oulreach program and event execulion including pkinning, organizing,
supply orderirg, promotion, setup, irslruchion, clednup, and esalualion

= Alends communily evenls ds representdlive of the library.

»  Works withZommunily Engage ment Marnager 1o coordinate ibrary's participation in big oo mmuniby
evarils.

 Works public help desk as needed. Arswers d variely of questiors including lechrology ard oo mpuler
he g, reader's advieory, gereral research, and palronaccount information.
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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

Youth Services Assistant Job Description

Job Type: Fart Time, 29 houws perweek Reportsto:  Youth Services Maonager
Pay Grode: 2 Cepartrment: Youth Services
Poy Bange: F13.01-%19.51 hourly Location: Bob Herzfeld Mermorial Library

The Youlth Services Assklant & resporsible for asiling patrors, providing reader's adviory, and gererdal
rmadinterance of the Youlth Services Depart ment.

High School diploma plis two vaors of clslomer service exparience dre prefamad. This position requings you 1o
ke oulgoing, friendhy, helpful, erergelic, and cormmitted o providing excelient ssrvice 1o chidrernand ther

caregikerns ind publc ibary setting.

»  Candidate should be computer lilerte ard willing 1o kam new lechnolgies

kKnowledge of popukar reading maledak, movies, and music

= S ke working with people and be able 1o cooperdle with other staff. Tearmeork skils are essential.

= Abiliby to rmultitask ard maintain efficierncy with frequent distractiors

= Ability o wor kd flexible schedule, inc luding eve nings and Saturdays

= Position requires walking and standing for kong periods. Requires light [fting and camrying of upho 40
pEounds,

s Asskls pdirors nlocaling materiak and provides reader’ s advsory assistance.

= Farmiliarizes self with library policies and adberes 1o tham.

= Manilon palron belavior ard enforces loary code of conduct, whilke rmainidining a good rebtionship
wilh youth viilors dand ther caregvers.

»  pAdintaing g real, fun, irviting, and safe chidren's space by banging decorations, Cleaning, and picking
.

o Hangs and Kkes down fheers and sigrs.

= Asskls inyouth programs and the preparation of chikdren's crafts and programs.

= Argwen lekphone and Eskls palrors with renawak, kst items, and rmaterials or ssrvices questions.

= Provides compulter and techrobgy belp o voulth pdirors.

= Wdkes recommendalions for updales, services, or programs rekled ko chikdren's services.

= Olherdulies 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

Public Services Manager Job Description

Job Type: Full Timme, 40 hours per week Reportsto:  Librory Mo nager
Pay Grode: & Cepartrment: Public Services
Poy Bange: 320.65- 33097 hourly Location: Bob Herzfeld Mermorial Library

The Public Services Manager & resporsible for managing all Public Services staff and activities including
circukation, maleriak sheling, and resoking palron isues

Mastar's in Lbrary Science from an AlAaccoredited university plus 2 yaars of supervisory experience dare
required. Sirong keadeship qualities, sound judgmennt, sef-moltvalion, and the commitment 1o providing
excellent service ind public library are esential,

»  Computer fluency ard wilingres o earn rew lec hrologies

»  kKnowledge of professional ibrary rinciples and ractices

s Expertee in library resounces, services, chssificalion system, policies and procedures

= BALEL ke working with peopke of allages and be able o cooparale with ot ber staff

= Ability to make sound deciiors and supervise the work of ol hers. Ability 1o make d schedule 1o fit palron
dermard.

= Posilion requires walkirg and standing for bng periods. Requiras ig bt iftirg and carying of up to 40
pounds,

= Ability o worka flexible schedule, inc luding eve nings and Saturdays

= Superviess public services employvess including creating desk schadule, delegalirg tasks, monilaring
activities, and dpproving limeshesls

o Leads shaff and establsbes strong mordle by setling o moltvaled, enthsicslhic, and Pelpful fone for the
departmant 1o credle danaminnmeant Thal de s Irue customer service

= Direch crouldation aclivilies, shelking, and Irdining for public services staff

= Drives the department foreard by continually impiying efficiency and reco mmending and
impkemanlirg rew crcukdlion proceses ard palron services

» Gerves ds selechor for adult fichion colechion

= onibons paron bebavior and enforces lbrary code of conduct

»  Coordindles with Youlh Services and Communily Engage ment Depdrt rmenls on propcls

= Works Cclosely with Branch Manager 1o ersure processes and policies are folowed corsile ntly
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Seasonal Job Description

Job Type: seasondl Reportsto:  Librory Mo nager
Pay Grode: 2 Cepartment: Adminsfration
Poy Bange: F13.01-%19.51 hourly Location: Bob Herzfeld Mermorial Library

The Seasondl emploves b resporsible for providing oulstanding cuslormer service 1o library palrons.

ME Ba dl least 16 vears old, be able o lift 50 ks, ard b dable tostand ard work on bisfber feal for al ecst &
houws al a time. The sucoessful applicant needs 1o ke fiendly, oulgoing, moltvaled, ard oo mrmitted 1o

providing excellent service ind public ibary ervironrment,

»  Candidate should be computer lilerte ard willing 1o kam new lechnologies

»  Krnowlkedde of popukir reading maleddk, movies, and music

= BALEL like working wilth people and be dble 1o cooperale with other staff

w MK possess the lemperament and good judgment 1o effectively work with the gererdl public and
patrors, sorme of whom may be rale o urredsorablke

= ACCUraCyY insheking matendk accordirg o Dewey Decimdl Sylam

s Akl lowork a flexible schedule, including evenings and Saturdays

s Position reguires walking and standing for kong periods. Requires light [fting and camying of upto 50
pounds,

= pdintding the ibrary shebes through sheling, siraighte ning, and reading and fronling shehkes
w Asskls pairors i koaling materiak and provides reader’s advisory assistance

= Familiarizes ssif with library policies arnd adbares 1o them

= Monilons pdiron behavior and enforces lorary code of conduct

= Provides oulstanding cuslomer service 1o palrors of all ages

»  Chacks materiak inard oul wirg barcode scanrer and RFID syslam

s Regilers palrons for rew library cards and enters dala into syshem accudlely and efficiently
w Asskls pairors in koaling materiak and provides reader's advisory asselance
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Shelver Job Description

Job Type: Fart Timme, 18 houws per week Reportsto:  Public Sarvices Manager
Poy Grade: 1 Cepartrment: Public Services
Pay Bange: F11.79 - 31782 hourly Location: Bob Herzfeld Mermorial Library

The Sheler & responsible for sorting and sheling all materiak.

ME Ba dl least 16 vears old, be able o lift 50 ks, ard b dable tostand ard work on bisfber feal for al ecst &
houws al a time. The sucoessful applicant needs 1o ke fiendly, oulgoing, moltvaled, ard oo mrmitted 1o

providing excellent service ind public ibary ervironrment,

»  Candidate should be computer lilerte ard willing 1o kam new lechnologies

»  Krnowlkedde of popukir reading maleddk, movies, and music

= BALEL like working wilth people and be dble 1o cooperale with other staff

w MK possess the lemperament and good judgment 1o effectively work with the gererdl public and
patrors, sorme of whom may be rale o urredsorablke

= ACCUraCyY insheking matendk accordirg o Dewey Decimdl Sylam

s Akl lowork a flexible schedule, including evenings and Saturdays

s Position reguires walking and standing for kong periods. Requires light [fting and camying of upto 50
pounds,

= Rorls maleriak onho oarls

= dintding the library shebes through sheling, siraighte ning, and reading and fronting shekes

o Ococdasiordlly asssl with friont desk dulies, such as checking maleridk inand oul and drewearing palon
cjuestiors

w Asskls palrors i koaling materiak and provides reader’s advieory asselance

= Familiarizes ssif with library policies arnd adbares 1o them

= Monilons pdiron behavior and enforces lorary code of conduct
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Zann Mussum
218 5 Mor kel Strea!, Benton, AR 72015

Special Collecfions Assistant Job Description

Job Type: Part-Time, 27 haurs per week Feports o Systerre Adminestrafor
Poy Grade: 3 Cepartrrert. Admineration
Pay Range:  $14.23 - $21.35 Hourly Location: =ann Mussum

Workirg witbin the Gann Mueum, the Special Collecliors Assstlant wilbe resporsible for the digilzation of
selkected collectiors and for the public services operations of the museurm

The formal education equivalent of o bachelor's degree in history, educalion, anthropology, o arekited area.
The successful applicant meaeds 1o ba frierdly, outgoirg, moltvated, and committed o govidirg excelent
service ind public ibrary museum emvronment.

Cardidate shoukd be computer lilemate and willing 1o eam new lechnokogies

»  krowkedde of mseum program activilies.

»  Krowlkedde of research and dala collechion lechnigues.

= Ability lo organize and inkerpret Rstoric data.

= Abilily lo prepare ard provide wrilten and ordalinformation,

= Position reguires wadlking and stkanding for kbng periods. Requires light [fling and oarying of up 1o 40
pounds,

= Ability ko worka flexible schedule inc luding nights and Saturdays.

= Handle museum opening and cbsing mocedires,

= Paliently and couleoush address and resolve guest reeds ina timely, pofessional and positive
(pelalat=4

= Bedaninformation specialst aboul 3CL progrars, museum exhibits, and surounding ared, Keep up o
date with the cura nt evenls on site and offer concierge-like services for guests interasted in olher
central Arkareds alrachiors and wenues,

»  Prepare written informabion oo ncerning scheduled museum events and dieseminales material and
brochures.

s Asskls in the produchion of program pubications and assils n the desvebprment of program aids and
[AOE.

= AssElS wilh the coordiration and promotion of special evaenls of the musaum,

s Resedarch mseun collecltiors and hisloricalesvenls for curalorial staff and mainhdirs researc hifies.




Assuls wil h digitization, including arlifact descriphion, ard scannirg and/or photographirg artifacts,
Schedule and conduct guided tous of mseum dnd organize dand ovenses activilies during special
evarils.

Performs otherdulies as asigred.
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Bob Herzffe ld Me morial Libr ary Mabel Boswell Memorial Library
1800 Srmithers, Benton, &R 72015 201 Prickelt Road, Bryant, AR 72022

System s Administrator Job Description

Job Type: Full-Tirme, 40 hours per week Reports foe Library Director
Pay Grade: & Department  Ad minkration
Pay Range: F20.45 - 33097 hourly Location: Bob Herzfeld Mermarial Library

The Syterrs Adminkirdlor is resporsible for managing the Infegited Lbeary System, ovasaeaing e library
collection, and resedrching resw services dnd collechors.

Kaster's in Lbrary Science from an Alaacoredited universily plus 4 &yvears of ibrary techrolgy experience
dre required. Must be organized, friendly, sef-mativated, and commilted o providirg excelent public lbrary

SEMVICE,

Experience wilh the Sisif Dynix Symphbony plkatform.

Faarmilicarity with circukation, calakging and acaquiitions workflows.

Experience wriling and running o variety of system re ports.

Prac ical familiarity with catabging and metadata siruchures and relevant tools for data manipubtion.

= Shrong wrilen/ordl communication skilk including the ability 1o present complex technical ssues 1o inter mal
ard exterrdlcolleagues and end e who possess varying dedgreas of lechnicdl experience.

»  krowkedge of curent Bsues ard rends incollection managemeant ard acgusiliors

= RALEL like working wilh peopke and be dble 1o cooperale with other staff

s Project managermenl skilk
= Position reguires walking and standing for kong periods. Requires light ifting and carmyving of up o 40 pounds

= Berves ds prirmdary oo nhac b wil b library auto mation sof heare verdor 1o fulfill sofleware developrment regueshs
ard enbance funchionality, and acls as the interface behween the (5 corsortium, the I8 vendorand third-
party vencors.

»  Compkles allouting activities required 1o keep the database ingood running order ard moactively
expbores and ide ntifies ways o improve LS support and adminsiration.

= Works wil b Mid-ark rmember libraries 1o develop guidelines, procedures and documentation that ersuras
wia bailes and tha 15 dre implemented in pusuil of bast practiozs and ibrary standards.

= Farticipates inlboal state-level and natiora Hevel meatings, rainings, and conferences whandppropridte,
Reqularly &rgaces in professiondldewve loprmeant activities.

s Assesses effectiveres ofcurant syslerms, reviews rew sysle s 1hat aid staff and public and recommends
changes as readed.

= herves ds ke library's lead researc ke for nrovalive rew services and coliechions.



Oversess the library collection as g whole and serves as the Collection Develbprment Team Leader
gatharing input in deve lbping, evaluating, ard assessirg ke colections.

sarvas on Bacutive Commites alengsice Library Drector, Library Manager, Branch Manager, HE Mo nagsr,
Cammunity Engagement Marmger, and Buikding O parations Managsr,
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Youth Services Librarian: Tweens Job Description

Job Ty e Full Tirme, 40 Fows per weeak Re porls to: Youlh Services Mandger
Pay Grade: 5 Department:  Youth Services
Pay Range: 31847 - 325.01 howrly Localion: Bob Herzfeld Memorial Libary

The Youlh Services Librariam: Tweeans & resporsible for all aspacts of spaecial amd rec urirg chikdren' s proard s,
oulreach, askling palrons, providing reader’s advisory, and collection developrmenl.

Master's in Lbrary 3Cience from an ALAaccredited universilty & required. This posilion reguires you 1o be
oulgoing, erergaelc, credlive, sef-rmotivated, and cormmillad 1o providing quality chikdren's programming 1o
children and their caregivers ind public library selting.

»  Cardiddle shoukd be computer lilemte dnd willing 1o eam new lechnokbgies

o Generdl krowledge of populor reading rmalenidk, movies, and music; expert kvel imowledge in
children's maleriak

= LS ke working with people and be able 1o cooperdle with other staff, Tearmeork skilk are essential.

»  krowkdge of professiondl ibrary rinciples, practices and trends

= BExpertiee in library's resowrces, services, classfication system, policies and procediure

= Ability o wor ka flexible schedule, inc luding evenings and Saturdays

= Posilion requires walkirg and standing for bng periods. Requiras ig bt iftirg and carying of up 1o 40
pounds,

»  Monitors patrn bahavior and @ nlarcas litrary cods of conduct, whils maintaining a good rakations hip with
yauth viitors and ther caragverns

s Porticipatas inChikren's Callec tion Davelopmeant

= [Dasigrs ol playd, activites, Bookmarks and of her matenak b Sraats inndy athee and adocational Chikren's
resoureas

»  Maintairs o neat, fun inviting and safe chicren's spoce by craating di plavs, hanging decarations, cleaning
and picking upin s hared storage spaceas

s Praparas and conducts storytimeas; padoms songs, storas, and poppatry for o wicks age range

s Plans and exacutas in-parss mdrd vir wal progra mes for © hikiren ine luding promation, supply ordearing, setup.
axac ution and cleaning

= Plans and conduch sulrsaachvisits 1o sShodk, donyd aras and othar community Srganidaticns

s Othar olutios o8 cesigred.
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Y outh Services Manager Job Description

Job Ty e Full Tirme, 40 Fows per weeak Re porls to: Library Mdnciger
Pay Grade: & Department:  Youth Services
Pay Range: 320,85 - 330,97 howrly Localion: Bob Herzfeld Memorial Libary

The Youlh Services Marager & res ponsible for manadirg ke ibrary systerm's youlh spacas, pograms, ard
oulreach.

Master's in Lbrary 3cience from an ALAacoredited university plus 2 vears of public libiary experience are
requied. Sirong keadenhipgudlities, soaund judgment, seff-motivation, dand ke commitmeant 1o providirg
excellent progamming ind public ibrary are essential.

o Computer fluency dand willingres 1o ledrm new lechnologies

»  krowkddge of professiondl ibrary rinciples and praclices

= Expertiee in library resounces, services, classificalion system, policies and procedures

w AL ke working with people of allages and be able 1o cooperdle with of her shaff

= Abilily lo rmake decsiors and suparvee the wark of othars,

= Abkility o efficiently schedule and staff programs, oulreach, and kelp deskdulies.

= Ability o wor ka flexible schedule, inc luding eve nings and Saturdays

= Position requires walkirg and standing for bng periods. Requiras ig bt iftirg and carying of up 1o 40
pounds,

s LuparvBss Youth Sarvicas stall, offars cesbtance and Badbal kon progi mming . 58 igns wark and tasks 1o
ampkvaas, and arsuras fimaly completion of pragramming preporatiaon wark.

s Dirach ongoing Tormal and informal pragramming . stary tims, outraach, singing. and pupps tfearing fraining
e amployaas,

= REawvidned dnd O pproeeds amployaas’ firmeas haats

»  Fomiliorizes sell with librory policies o reoch axpart leval,

= honitors pateen baebovior ardd & rlocas litrary code of conduct,

s Epsures vouth programs ae e ntesd and coract on Librory cakendor,

s Epsuras cow rstais chikdren's deportment, teen area, affices and storage are reat and ardarly—ins lusling
ceEsigning paiodical sfraightaning toe ks 1o employvaas, manitaring cleanup of programs, and suparsing the
puting ey of mataniak. Maintains pragra mming suppias and purchosas o ppd priote oroksrs,
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Bob Herzfeld Memorial Library Mabel Boswell Memorial Library
1800 Srmithers, Banlon, AR 72015 201 Frickelt Rood, Bryant, AR 2022

Y outh Services Programmer: Children Job Description

Job Ty e Full Tirme, 40 Fows per weeak Re porls to: Youlh Services Mandger
Pay Grade: 4 Department:  Youth Services
Pay Rarnge:  31&80&- 32410 howrly Localion: Bob Herzfeld Memorial Libary

The Youlh Services Programmer: Chikdren & resporsible fordll aspects of specialand recuring chikdren's
Eroord s, oulreac h, asskling patrons, and providing reader’s advieory.

High School diploma pls hwo veas of cuslomer service and rogram plkanning experience are prefered. This
position requres youlo b2 oulgong, friendl, kaelpful erergelic, and commitled o providing excealient service
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 krowlkedges inc hikiren's
rre fericils

s haust like working with paople and be abke to coo parate with othar stalf, Teamwark skilk are asss ntial,

s Knowladge of profassioral ibrory principkes, prcticas and trancs

s Expertie 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 Chidren's Coleclion Development

= Plars and conducls outreach viils 1o schook, dayoares, and other oo mmunily o gd nizaliors

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

= Familiarizes seif with library policies arnd adbeares 1o them

= Plirs and executes chibdren's fiekd 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

Youth Services Programmer: Makerspace Job Description

Job Ty e Full Tirme, 40 Fows per weeak Re porls to: Youlh Services Mandger
Pay Grade: 4 Department:  Youth Services
Pay Rarnge:  31&80&- 32410 howrly Localion: Bob Herzfeld Memorial Libary

The Yauth Sarvices Programimer, Makespoce B responsible for assieting patrans from the Youth Services
help desk and running the Berton Makespace,

Hig h Schooldiplama plus two years of custarmer service and pragram planning experie nce are prefemad.
This position requires you fo be oulgoing, fiendly, helpful, energetic, and cormmitted to providing
excellent service fo childrenand ther caregivers ina public library setting.

»  Candidate should be computer lilerte ard willing 1o kam new lechnologies

»  Krnowlkedde of popukir reading maleddk, movies, and music

= AT ke working with people and be able lo cooperdle with other staff. Tearmesork skils are essential.

= Abiliby to rmultitask ard maintain efficiercy with frequent dietractiors

= Ability b workd flexible schedule, including evenings drnd Saturdays

= Position requires walking and standing for kong periods. Requires light [fting and camrying of upho 40
pEounds,

= Plirs passive mdkenspace programs for o warely of age groups and rurs open md ke pace ho s,

s Resporsible fororganizing and maintaining makens pace inve ntory and makens pace kils.

= Asskls patrors nlooating materiak and provides reader's adveory dssetance.

= Moo pdiron behavior and enforces lbeary code of conduct, while mdintdining o good rebitionship
wil b yauth vieilors and ther caredgivers.

o pdintding g real, fun, irviling, and safe chidren's space by hanging decoralions, Cledaning, and picking
U

= AssElS in o ulth programs and the preparadtion of chikdren's orafts and programs.

s ArEwers lelkphone and asils palrors with re resaals, kst iterns, and matendk or senioes questiors.

= Provides computer and techrokgy belp o voulth palrors.

= Farlicipates incollection maintermance for the Library of Things.

= Mdkes recommendalions for updales, services, or programs rekaled o chilkdren's services.

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

Youth Services Programmer: Teens Job Description

Job Ty e Full Tirme, 40 Fows per weeak Re porls to: Youlh Services Mandger
Pay Grade: 4 Department:  Youth Services
Pay Rarnge:  31&80&- 32410 howrly Localion: Bob Herzfeld Memorial Libary

The Youlh Services Programmen: Teers & res ponsible for allaspects of spaecial and recuring leen's prodrd ms,
oulreach, askling pdarons, and providing reader's advieory.

High School diploma pls hwo veas of cuslomer service and rogram plkanning experience are prefered. This
position requres youlo b2 oulgong, friendl, kaelpful erergelic, and commitled o providing excealient service
o childre nand Hher caredgivers ind public ibrary sething.

s Condickte shaukd be computer literate and wiling 1o Barn raw tachrologiss

s Cargral owkedgs of populor oding matarial, movies, and music; axpart kel krowlkedges inc hikiren's
rre fericils

s haust like working with paople and be abke to coo parate with othar stalf, Teamwark skilk are asss ntial,

s Knowladge of profassioral ibrory principkes, prcticas and trancs

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

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

= Pasitionrequias walking and standing for long pariocs . 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

= PFarticipates in Yourdg Adull Coliechion Develbpmenl

= Plars and conducls outreach viils 1o schook, dayoares, and other oo mrmunily ofgd nizal iors

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

= Familiarizes seif with library policies arnd adbeares 1o them

= Plars and executes chibdren's fiekd Irigs 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 AsskIS wilh adult and o hilkdren's programming and visiling groups ds resded

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

»  Olherduties as asigred



