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Head of Adult Services 

 
Cedar Mill & Bethany Community Libraries is searching for a leader for our 

adult services team of 8 FTE. Our unincorporated community of 80,000 

operates a main library and a branch and is a member of the Washington 
County Cooperative Library Services.  

 
With 2.4 million loans and more than 700,000 annual visits, the Library is a 

much loved community asset. Like other libraries, use is changing due to 
technology, demographics and other factors. We are searching for a leader 

with the vision, flexibility and experience to develop and sustain high quality 
library services for the adults in our growing, multicultural community.  

 
To apply, submit: 

1. Letter of application 
2. Resume 

3. Answer the following questions (500 words or less):  
a. Describe your experience with change and transition in libraries. 

b. How do you balance the many different components of adult 

services such as collections, outreach, programming, training, 
technology support, readers’ assistance, reference, etc.? 

c. How do you define or measure successful adult library services? 
  

Applications by email are preferred and should go to cedarmill@wccls.org.  
Begin subject line with Adult Services Head.  Attachments should be in PDF. 

Mail paper applications to: Search Committee, Cedar Mill Community Library, 
12505 NW Cornell Road, Ste 13, Portland, OR 97229-5688. 

Applications will be reviewed beginning March 2, 2020. 
 

Salary is based on qualifications; range starts at $5,600 per month. Kaiser 
Health insurance, including vision, provided for employee. Dental, Life and 

Disability insurance and Flexible spending accounts provided. Not a PERS 
employer but library contributes to a 403b retirement plan after 1 year. 

Eligible employees may contribute sooner. The position is full time and 

exempt and is based at the main Cedar Mill Library. 
 

Job Description is attached.  
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Title:   DEPARTMENT HEAD ADULT SERVICES – Full Time-Exempt 

 
GENERAL DESCRIPTION 
Under the general direction of the Executive Director, is responsible for leading the 

adult services team to develop and provide services, programs and collections for 
the adult members of our community. 
 

ESSENTIAL FUNCTIONS 
1. Monitor adult services operations and continually improve efficiency 

and outcomes. 
2. Continually assess community needs and develop or align library 

services with those needs.  

3. Develop and maintain relationships with community groups as a 
means of understanding community needs and extending library 

reach into lesser served communities. 
4. Hire, train, and supervise adult services staff. May coordinate with 

other departments for shared staff. 
5. Receives, investigates and responds to problems, complaints and 

challenges related to Adult Services. Response could include 

reporting, referring or taking corrective action. 
6. Acts as liaison with other adult services librarians in our county. 

Attends committee meetings, trainings and conferences as needed. 
7. With other department heads, participate in the development of 

operational policies, long-range plans, fiscal decisions and related 

matters.  
8. Review adult collection, space and technology to ensure optimum 

use. 
  

OTHER DUTIES 

1. Report on activities and projects on a regular basis. 
2. Work with team and others to market and promote services. 

3. Work with the Volunteer Coordinator to plan the department’s use 
of volunteers.  

4. Review and distribute purchase requests for adult materials. 

5. Coordinate library use of donated adult materials. 
 

ESSENTIAL COGNITIVE SKILLS 
1. Ability to communicate effectively in English, both orally and in writing 

with staff, volunteers and library users. 

2. Ability to gather, read, interpret and apply information related to library 
technical services. 

3. Ability to make decisions and good judgments based upon pertinent 
criteria. 

4. Ability to look ahead and plan for the future. 

5. Ability to assess, determine and evaluate the needs of the Adult Services 
Department. 



The Cedar Mill Community Library Association is a 501(c)3, nonprofit organization dedicated to providing public library services. 

The Cedar Mill and Bethany Libraries are part of Washington County Cooperative Library Services (WCCLS). 

6. Ability to plan and organize the work of the department in an efficient 
manner. 

7. Ability to use a computer to access, input, retrieve and manipulate data in 
an efficient fashion. 

 

ESSENTIAL PHYSICAL SKILLS 
1. Ability to move from one area to another quickly. 

2. Ability to reach arms above head. 
3. Ability to kneel, sit and squat. 
4. Ability to perform fine hand manipulation with both hands. 

5. Ability to use eyes, hand and fingers simultaneously. 
6. Ability to push and pull book trucks weighing up to 100 pounds. 

7. Ability to lift and carry piles of books weighing up to 25 pounds. 
 

EQUIPMENT USED 
1. PC and all peripherals. 
2. Telephone. 

3. Photocopier.  
4. Fax machine. 

5. Book truck. 
 
QUALIFICATIONS 

1. Master’s degree in Library and Information Science from an ALA 
accredited institution. 

2. Knowledge of library principles, practices and current trends, specifically 
in the area of Adult Services. 

3. Three to five years professional experience, with an emphasis on Adult 

Services 
4. Familiarity with online bibliographic databases, with automated library 

systems and with other appropriate technologies used in public libraries. 
5. Demonstrated supervisory ability. 
6. Demonstrated ability to communicate effectively, both orally and in 

writing, and to form good working relationships. 
 

DESIRED QUALIFICATIONS 
1. Experience with Polaris or other ILS database. 
2. Outreach experience 

3. Knowledge of language other than English 
 

 
 
HOURS PER WEEK:      40 

 
WORK SCHEDULE:   Normal Monday through Friday business hours.  

  
 
January 2020 
 

 


