SISSETON WAHPETON COLLEGE

Librans

TITLE: Librarian

REPORTS TO: Vice President for Academic Affairs

SALARY: D.O.E.

TOUR OF DUTY: Generally 8:00 a.m. to 4:30 p.m. but may require some evenings
for special events and meetings

SUPERVISES: Library Assistants and work study students

Summary

Performs a variety of advanced and complex professional library services in conjunction with
selection, maintenance, reference and circulation of Library materials to meet the educational,
recreational and information need of the college. Promotes library services to the community
through education and outreach.

Responsibilities/Duties:

1. Answer a variety of routine and complex reference questions by phone or in person.

2. Assist students and staff in use of library collections.

3. Design and implement training programs.

4. Select library material for purchase from system-developed lists and other sources based on

knowledge of community and/or target audience interests.

Evaluate collections and allocate and control material budget as assigned.

Write annual funding grants.

Establish liaison with various organizations within the community including daycares, and

schools in order to promote library services and facilitate programming and service delivery.

8. Promote library services including displaying materials and preparing bulletin boards to
generate increased usage.

9. Maintain special collections, vertical files, and indexes.

10. Assumes supervision of SWC/GED program.

11. Represents the library at tribal, state and local level meetings.

12. Performs other duties as assigned.

Noa

Education
e Bachelor's degree in Library Science or related field required; Masters of Library Science
degree preferred.

Minimum Qualifications

e Three years of professional library experience; or equivalent combination of education and
experience

e Proficient with office software, Microsoft Word, Excel, PowerPoint, etc.

e Planning, organizational and time management skills.

Other

e Must have excellent verbal and written communication skills to coordinate with other
departments, answer public inquiries, and interact with significant and influential individuals.
Ability to maintain high levels of confidentiality.

Displays high standards of ethical conduct. Exhibits honesty and integrity. Refrains from
theft related, dishonest, unethical behavior.

e Works with minimal supervision. Demonstrates responsible behavior and attention to detail.




