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GENERAL DESCRIPTION 
Under the direction of the Adult Services Manager, provide and assist with the 

development a full range of public library services for adults of all ages. Services 
are provided in the library as well as outside the library’s walls.  

Responsibilities include collection development, reference and readers’ advisory, 
programming, promotion, training of staff and the public, and other public service 
support. 

 
ESSENTIAL FUNCTIONS 

1. Provide meaningful library services to adults, both on site and remotely by: 

a. Combining knowledge of books, periodicals, media, websites and 

electronic resources with an understanding of individual needs to best 
match library users with information and/or reading material   

b. Enthusiastically interacting with individual adults and groups to provide 
positive library solutions to user questions and problems 

c. Collaborating with staff to translate traditional library services into an 
online world 

2. Promote library services and reading to adults through: 

a. Cedar Mill Library’s website, blog, social media, and newsletters 

b. One on one interactions, and presentations to small and large groups 
of adults 

c. Displays, booklists and resource tools in the library and online 

d. Communication and collaboration with community groups serving 
adults  

3. Design, promote, present and evaluate programming and special events of 
interest to adults. Programs should be connected to reading, library use, 
learning, self-improvement, and/or cultural enrichment 

4. Use excellent communications skills in person, online and on the telephone 

to: 

a. Assist the public in their search for information and library materials.   

b. Communicate the resources, services, procedures, and scope of the 

library to users. 
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c. Conduct thorough readers advisory/reference interviews to help library 
users identify and select materials best suited to their interests and 

needs. 

d. Demonstrate the use of library tools and resources, empowering  

adults to choose materials and services for themselves. 

e. Communicate effectively with library users of diverse backgrounds, 
abilities, and ages, adjusting content and style for the audience. 

f. Explain library policies and procedures to patrons of all ages. 

g. Provide training, back-up and resource expertise for Public Service 

Assistants in the libraries. 

5. Take responsibility for an assigned portion of the adult collection to: 

a. Select, evaluate, weed, and promote the assigned collection. 

b. Manage the collection’s budget and physical space. 

c. Collaborate with other library staff on overall adult collections’ content 
and accessibility. 

6. Other Duties 

a. Understand and apply library professional standards including ALA 
Library Bill of Rights, ALA Code of Ethics and patron confidentiality. 

b. Participate in planning, departmental goal setting, problem solving, 
program execution, documentation and evaluation. 

c. Work with library volunteers to achieve departmental goals. 

d. Continuously improve computer and technology skills to provide up-to-
date library services. 

e. Observe and share with team, changing community needs and issues. 

f. Remain aware of reading trends and popular materials in print, media 
and online content. 

g. Remain aware of current trends and research in librarianship, 
education and related fields 

h. Share expertise with other team members, both formally and 
informally. 

 
ESSENTIAL KNOWLEDGE, ABILITIES AND SKILLS 

1. Able to communicate effectively in English, both orally and in writing with 
users, staff, volunteers, and community partners. 

2. Able to work well with people of diverse cultures and ages. 

3. Can perform tasks requiring talking on the phone, speaking in front of a 
group.  
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4. Ability to use a personal computer for word processing, data management, 
presentations and online searching. 

 

 
ESSENTIAL PHYSICAL SKILLS 

1. Perform tasks requiring sitting, standing, walking, bending, stooping, 
kneeling and changing positions while maintaining eye contact, listening and 
talking for up to eight hours, with lunch and rest breaks taken according to 

Oregon wage and hour laws.  

2. Reach arms above head and/or kneel and squat to retrieve materials or work 

with people of different heights. 

3. Move quickly and safely from one area to another   

4. Lift and/or carry materials up to 25 pounds. 

5. Ability to push and pull a loaded book cart weighing up to 100 pounds.  

6. Use keyboard repetitively, quickly and accurately. 

 

ESSENTIAL COGNITIVE SKILLS  
1. Plan work by analyzing situations carefully and adopting effective courses of 

action 

2. Access, retrieve, use and impart information from sources in a variety of 
formats, using a variety of technologies. 

3. Communicate clearly and effectively with individuals and groups using 
excellent oral, written and online skills. 

4. Communicate effectively with individuals of all ages and diversity. 

5. Manage multiple tasks in a public environment with tolerance for 
interruption, noise and temperature variations. 

EQUIPMENT USED 

1. PC, laptop, tablet and peripherals 
2. Integrated library system (Polaris/III) 

3. Book carts. 
4. Office equipment including telephone, photocopier, fax machine. 

 

QUALIFICATIONS 
1. Master of Library Science or equivalent. 

2. Knowledge and appreciation of information resources for adult in print, 
media, electronic, and online formats. 

3. Knowledge of public library services for adults including innovations and best 
practices 

4. Technological fluency including online searching, websites, social media, 

mobile devices and library functions.  Ability to easily learn new technologies. 

5. Communication skills including readers advisory, reference, presentation, 
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instruction, and mediation. 

6. Demonstrated ability to plan, organize and deliver projects and programs. 

7. Ability to demonstrate a positive attitude, excellent customer service skills, 

cultural sensitivity, and good humor in an environment with constant public 
contact with multiple people of all ages and backgrounds. 

8. Ability to creatively problem solve, negotiate and handle stressful situations 
in a positive, flexible, organized manner. 

9. Ability to work both independently and collaboratively to meet library goals.  

 

DESIRED QUALIFICATIONS 

Ability to communicate in language other than English 
 

HOURS PER WEEK:     32 hours per week. 
 

WORK SCHEDULE:   Includes regular evenings and weekends, most likely Tuesday 
through Saturday. May require visiting groups and organizations offsite. 
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