
 
 
 

 
 

Great River Regional Library 
1300 W. St. Germain Street 
St. Cloud, Minnesota  56301 

Tel. 320.650.2500   Fax 320.650.2501 
 

Board of Trustees Personnel Committee Meeting 
Tuesday, September 16, 2014, 6:00 p.m. 
St. Cloud Public Library Mississippi Room  

                 Agenda 
 

 
 
 

1. Call to Order 
 

2. Adoption/Amendment of Agenda 
 

3. Approval of Minutes – July 15, 2014, Personnel Committee (Requested Action – Approve) 
 

4. 3E. Succession Plan Policy – 100 Service and Administration (Requested Action – Approve) 
 

5. 5A. Grievances Policy – 200 Personnel (Requested Action – Approve) 
 

6. Executive Director Employee Performance Review Process Update (verbal) 
 

7. Executive Director Position Description and Physical Demands (Requested Action – Approve) 
 

8. GRRL Position Descriptions and Physical Demands Annual Review (Requested Action – Approve) 
 

9. Next Meeting:  November 18, 2014, at 6:00 p.m.  
 

10. Adjournment 
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GREAT RIVER REGIONAL LIBRARY 
PERSONNEL COMMITTEE MINUTES 

July 15, 2014 
 
 

A regular meeting of the Great River Regional Library (GRRL) Personnel Committee was called to order on 
Tuesday evening, July 15, 2014, at 6:02 p.m. in the St. Cloud Public Library Mississippi Room with 
Chairperson Kevin Maurer presiding. 
 
  
 
 
 
 
 
 
 
 
 
          
 
 
ADOPTION OF AGENDA 
Rachel Leonard made a motion to adopt the agenda as presented. Seconded by Jim Shovelain, the motion 
carried unanimously. 
 
APPROVAL OF MINUTES 
Jim Shovelain moved to approve the May 20, 2014, Personnel Committee minutes as presented. 
Seconded by Dave Kircher, the motion carried unanimously. 
 
EMPLOYEE REQUEST FOR RECLASSIFICATION POLICY 
Sunny Hesse stated that the change to Personnel Policy 3C.1 Employee Request for Reclassification (RRR) 
was to update references to the Grievance policy which was revised in 2013. There was discussion about 
the dates an RRR could be submitted to the Personnel Committee for consideration. 
 
Dave Kircher moved to approve policy 3C1. Employee Request for Reclassification with an additional 
revision in the first bullet point to state that an RRR may be submitted annually prior to September 1. 
Rachel Leonard seconded the motion. Following a friendly amendment to change the date in the third 
bullet point to state only the November meeting, the motion carried unanimously. 
 
SUCCESSION PLAN POLICY 
The Service and Administration Policy 3E. Succession Plan was brought to the Personnel Committee to 
discuss potential changes due to questions raised at the July 1 Board meeting special session. Changes 
considered were how to define short and long term leaves, when the Personnel Committee or full Board 
needs to become involved and to appoint one Associate Director in the absence of the Executive Director 
in a long term leave situation. Specific revisions will be brought to the full Board for approval at the 
August meeting. 
 
 

Members Present: 
Amy Hoagland 
Dave Kircher 
Rachel Leonard 
Kevin Maurer 
Pat Sawatzke 
Jim Shovelain 

Members Excused: 
Mark Bromenschenkel 
 

GRRL Staff Present: 
Brandi Canter 
Julie Henne 
Sunny Hesse 
Stacy Lenarz 
Ryan McCormick 
Aron Murphy 
Karen Pundsack  
Jay Roos 
Jami Trenam 
Patricia Waletzko 
 
 

GRRL Staff Excused: 
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GRIEVANCE POLICY 
Karen Pundsack, Interim Executive Director, presented the current Personnel Policy 5A. Grievances and 
pointed out the section where communication limitations could be interpreted. Discussion followed 
regarding the Board being open to communication from staff with the intent to listen without making 
decisions on behalf of management. The Committee requested that under Section III. Disclaimer, the 
paragraph beginning “Issues regarding matters of public concern…” be removed from the policy. Staff will 
revise the policy and present it to the Personnel Committee for approval in September. 
 
EXECUTIVE DIRECTOR POSITION DESCRIPTION 
Sunny Hesse, Associate Director of Human Resources presented the current Executive Director position 
description so that the Committee could consider revisions prior to beginning the search for GRRL’s next 
Executive Director. There was a consensus among the Committee members that the August meeting be a 
regular Board meeting rather than a work session to focus on the Executive Director search process. 
Discussion took place regarding possible input from management staff for position description revisions. 
The Committee also shared ideas for search options. 
 
NEXT REGULAR MEETING 
The Great River Regional Library Board of Trustees announced that the next Personnel Committee 
meeting will be Tuesday, September 16, 2014, at 6:00 p.m. in the St. Cloud Public Library Mississippi 
Room. 
 
ADJOURNMENT 
Rachel Leonard moved to adjourn the meeting at 6:54 p.m.  Seconded by Amy Hoagland, the motion 
carried unanimously. 
 
 
 
_________________________________________ 
Kevin Maurer, Personnel Committee Chair 



  
Executive Director Leave of Absence 
Submitted by Sunny Hesse, HR Coordinator 
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Guidance for handling a planned or unplanned leave of absence of the Executive Director is currently provided via 
policy 100. Service and Administration under 3E. Succession Plan. Handling leaves of absence is not the equivalent 
of succession planning. Currently, all requests for leaves of absence are reviewed for eligibility based on personnel 
policy 4D. Leaves of Absence. This particular policy is better suited within this section of GRRL’s personnel policies.  
 
Therefore, in addition to the recommended changes to the current 3E. Succession Plan policy below, I also 
recommend moving the policy under the appropriate section within the personnel policies. 
 
Executive Director Leave of Absence– CLEAN COPY 
 
200. Personnel Policy 
4D.14 Executive Director Leave of Absence 
 
The Executive Director position is critical to the success of the Great River Regional Library (GRRL). This policy is 
primarily designed to ensure that the organization has leadership and effective management in the event the 
director is unable to fulfill his or her duties due to a short or long term absence. Failure to comply with this policy 
may result in disciplinary action up to, and including, termination. 
 
Definitions 
 

• Short-Term Absence – up to 12 weeks consistent with FMLA qualified absences or up to 26 weeks 
under the Military Servicemember Family Leave. 

• Long Term Absence – greater than 12 weeks. Long-term absences will be evaluated on a case-by-case 
basis. 

• Planned Absence – an absence that is known in advance. Planned absence may include scheduled 
Paid Time Off (PTO) or pre-approved Leaves of Absence. 

• Unplanned Absence – an absence that arises unexpectedly. 
 
Basics of the Policy 
 
The GRRL Board of Trustees (hereinafter “Board”) authorizes the Personnel Committee to implement the terms of 
this leave of absence policy.  
 

1. Planned Absence 
 

It is the responsibility of the Executive Director to inform the GRRL Board Chair and the Personnel 
Committee Chair of a planned absence, and to make appropriate plans for duty coverage. Planned short-
term absences do not trigger the implementation of this policy under ordinary circumstances.  
 
Planned long-term absences may trigger the implementation of this policy. This will be decided by the 
Board on a case-by-case basis. 
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2. Unplanned Absence 
 

In the event of an unplanned absence, a special meeting of the Personnel Committee will be called within 
one (1) week of notification of the unplanned absence. The length of the unplanned absence will be 
considered when implementing the terms of this leave of absence policy. 

 
It is the responsibility of the Associate Director, Human Resources to immediately inform the Board of an 
unplanned absence of the Executive Director. It is the responsibility of the Executive Director, or a 
personal representative of the Executive Director, to regularly communicate with the Associate Director, 
Human Resources, GRRL Board Chair, and Personnel Committee Chair regarding the anticipated return to 
work date. Communication will occur weekly and will be shared with the full Board. 
 
As soon as feasible following notification of an unplanned absence, the Associate Director, Human 
Resources, GRRL Board Chair, and Personnel Committee Chair shall implement the procedures in this 
policy. If procedures need to be modified prior to implementation, the GRRL Board Chair shall convene an 
Executive Committee meeting. 

 
Short-Term Absence of Executive Director 

 
1. Appointing an Acting Executive Director 

 
Based on the anticipated duration of the absence and accessibility of the current Executive Director, an 
Acting Executive Director will automatically be appointed by the Board from existing Associate Director or 
Patron Services Supervisor level staff. Eligibility for this appointment will be dependent on an MLS degree 
which is required by Minnesota Rules. If more than one employee holds an MLS degree, the appointment 
will be based on: 
• level of position, with preference given to the Associate Director level,  
• years of service in an administrative role. 
 

2. Authority, Restrictions and Compensation of the Acting Executive Director 
 
The Acting Executive Director reports to the GRRL Board Chair. 
 
The Acting Executive Director shall have full authority for the same day-to-day decision making and 
independent action as the regular Executive Director. 
 
Any staff termination decisions shall be made in consultation with the Personnel Committee which may 
require a special meeting of the committee. 
 
As soon as possible, the GRRL Board Chair and Acting Executive Director shall announce the organization's 
temporary leadership structure to staff, the Board of Trustees, and the public including key supporters. 
 
The Acting Executive Director will be offered no additional compensation. 
 

3. Return After Absence 
 
The Executive Director will return from a leave of absence upon release to work from the medical 
provider or by Board approval through a special session.  
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 Long-Term Absence of Executive Director 
 

If the Executive Director is not released from the medical provider to return to work after the 12-week FMLA 
qualified period or is unable to return to work for any other reason, s/he must request an additional leave of 
absence. The new request will be evaluated by the GRRL Board of Trustees for approval.  
 
The intent to request an additional leave of absence must be submitted in writing to the Associate Director, 
Human Resources, GRRL Board Chair, and Personnel Committee Chair as soon as practicable under the facts and 
circumstances of the particular case, but in no event later than the expiration of the initial 12-week period.   
 
The request must set forth the reason for the leave and the anticipated duration of the leave. If the leave is for 
medical reasons, the request should include information from a medical provider that may be considered in 
reaching a decision regarding a long-term medical leave of absence. This information includes: 

 
(1) Diagnosis of the condition. 
(2) On what basis the diagnosis is made. 
(3) Based on the job description for the Executive Director position: 

a. Is the individual currently able to perform the essential duties of the enclosed job description, 
with or without reasonable accommodation? 

b. If the answer to question 3a above is no, how soon will s/he be able to perform the essential 
duties of the enclosed job description, with or without accommodations. 

(4) Type of accommodations the individual will need in order to perform the essential functions of the 
job. 

(5) Expected duration of the medical condition.  Is the condition expected to change over the course of 
its duration?  Please explain. 

(6) Is there any other information that would assist GRRL in evaluating the individual’s employment 
situation? 

 
Permanent Change in Executive Director 
 
It is considered a voluntary resignation if the Executive Director does not return to work from a leave of absence, 
either after the initial 12-week period or within the board designated return to work date without making an 
additional leave request as soon as practicable under the facts and circumstances of the particular case, but in no 
event later than the end of the approved leave. 

 
The GRRL Board of Trustees will hold a special meeting and appoint an Interim Executive Director within 10 
business days.  
 
Transition and Search Committee 
 
The GRRL Board will consider the need for outside consulting assistance depending on the circumstances of the 
transition and the Board's capacity to plan and manage the transition and search.  
 
The GRRL Board will assign individuals to the Transition and Search Committee. The Transition and Search 
Committee will plan for the recruitment and selection of a permanent Executive Director. Final recommendation 
will be presented to the GRRL Board for approval. 
 
Approved Date:  3/16/10 
Effective Date: 3/16/10 
Revised Date:  8/19/14, 09/16/2014 
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GRRL Executive Director Leave of Absence – MARK-UP COPY (from 08/19/14 BOT meeting clean copy) 
 
200. Personnel Policy100. Service and Administration 
4D.14 Executive Director Leave of Absence3E. Succession Plan 
 
1. Rationale 
 
The Executive Director position is critical to the success of the Great River Regional Library (GRRL). This planpolicy 
is primarily designed to insure ensure that the organization has leadership and effective management in the event 
the director is unable to fulfill his or her duties due to unplanned temporary absence ora short or long term 
absence. Failure to comply with this policy may result in disciplinary action up to, and including, termination. 
 
Definitions 
 

• Short-Term Absence – up to 12 weeks consistent with FMLA qualified absences or up to 26 weeks 
under the Military Servicemember Family Leave. 

• Long Term Absence – greater than 12 weeks. Long-term absences will be evaluated on a case-by-case 
basis. 

• Planned Absence – an absence that is known in advance. Planned absence may include scheduled 
Paid Time Off (PTO) or pre-approved Leaves of Absence. 

• Unplanned Absence – an absence that arises unexpectedly. 
 
2. Basics of the PlanPolicy 
 
The GRRL Board of Trustees (hereinafter “Board”) authorizes the Personnel Committee to implement the terms of 
this leave of absence policyemergency succession plan.  
 

1. Planned Absence 
 

It is the responsibility of the Executive Director to inform the GRRL Board Chair and the Personnel Committee 
Chair of a planned absence, and to make appropriate plans for duty coverage. Planned short-term absences 
do not trigger the implementation of this policyplan under ordinary circumstances.  
 
Planned long-term absences may trigger the implementation of this policyplan. This will be decided by the 
Board on a case-by-case basis. 

 
2. Unplanned Absence 

 
 in the event of an unplanned absence.  . In the event of an unplanned absence, Aa special meeting of the 
Personnel Committee will be called within one (1) week of notification of the unplanned leave of absence. An 
unplanned absence is one that arises unexpectedly, in contrast to a planned leave such as vacation. The 
length of the unplanned absence will be considered when implementing the terms of this leave of absence 
policyemergency succession plan. 

 
• A short-term absence is up to 12 weeks consistent with FMLA qualified absences. Exceptions may 

exist based on other state or federal law (for example Military Caregiver Leave). 
• A long-term absence is greater than 12 weeks. Long-term absences will be evaluated on a case-by-

case basis. 
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It is the responsibility of the Executive Director to inform the Personnel Committee Chair of a planned short-
term absence, and to make appropriate plans for duty coverage. Planned absences do not trigger the 
implementation of this plan under ordinary circumstances. 
 
It is the responsibility of the Associate Director, Human Resources to immediately inform the GRRL Board of 
Trustees of an unplanned short-term absence of the Executive Director. It is the responsibility of the Executive 
Director, or a personal representative of the Executive Director, to regularly communicate with the Associate 
Director, Human Resources, GRRL Board Chair, and the Personnel Committee Chair regarding the status of the 
leave and anticipated return to work date. Communication will occur weekly and will be shared with the full 
GRRL Board of Trustees. 
 
As soon as feasible, following notification of an unplanned temporary or short-term absence, the Associate 
Director, Human Resources, GRRL Board Chair, and Personnel Committee Chair shall implement the 
procedures in this policyplan. If procedures need to be modified prior to implementation, the GRRL Board 
Chair shall convene an Executive Committee meeting. 
 

3. Unplanned Temporary or Short- Term Absence of Executive Director 
 

1. I. Appointing an Acting Executive Director 
Based on the anticipated duration of the absence and accessibility of the current Executive Director, an 
Acting Executive Director will automatically be appointed by the Board from existing Associate Director or 
Patron Services Supervisor level staff. The appointment will be determined first by staff in one of these 
level positions whom hold Eligibility for this appointment will be dependent on an MLS degree which is 
required by Minnesota Rules. If more than one employee holds an MLS degree, the appointment will be 
based on: 

• level of position, with preference given to the Associate Director level,  
• years of service in an administrative role. 

 
2. II. Authority, Restrictions and Compensation of the Acting Executive Director 
The Acting Executive Director reports to the GRRL Board Chair. 
 
The Acting Executive Director shall have full authority for the same day-to-day decision making and 
independent action as the regular Executive Director. 
 
Any staff termination decisions shall be made in consultation with the Personnel Committee which may 
require a special meeting of the committee. 
 
As soon as possible, the GRRL Board Chair and Acting Executive Director shall announce the organization's 
temporary leadership structure to staff, the Board of Trustees, and the public including key supporters. 
 
The Acting Executive Director will be offered no additional compensation. 

 
3. III. Return After Absence 
The Executive Director will return from a leave of absence upon release to work from the medical 
provider. or by Board approval through a special session.  
 

4. Unplanned Long-Term Temporary Absence of Executive Director 
If the Executive Director is not released from the medical provider to return to work after the 12-week 
FMLA qualified period or is unable to return to work for any other reason, s/he must request an additional 
leave of absence. The new request will be evaluated by the GRRL Board of Trustees for approval.  
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The intent to request an additional leave of absence must be submitted in writing to the Associate 
Director, Human Resources, GRRL Board Chair, and Personnel Committee Chair as soon as practicable 
under the facts and circumstances of the particular case, but in no event later than the expiration of the 
initial 12-week period.   
 
The request must set forth the reason for the leave and the anticipated duration of the leave. If the leae is 
for medical reasons, the request should include Information from a medical provider that may be 
considered in reaching a decision regarding a long-term medical leave of absence. This information 
includes: 
 
(7) What is the dDiagnosis of the condition.? 
(8) On what basis do youthe base this diagnosis is made.? 
(9) Please review the enclosedBased on the job description for the Executive Director position:. 

a. Is the individual currently able to perform the essential duties of the enclosed job description, 
with or without reasonable accommodation? 

b. If the answer to question 3a above is no, how soon will s/he be able to perform the essential 
duties of the enclosed job description, with or without accommodations. 

(10) What tType of accommodations would the individual will need in order to perform the essential 
functions of the job.? 

(11) What is the eExpected duration of the medical condition.?  Is the condition expected to change over 
the course of its duration?  Please explain. 

(12) Do you have Is there any other information that would assist GRRL in evaluating the individual’s 
employment situation? 

 
The intent to request an additional leave of absence must be submitted in writing to the Associate 
Director, Human Resources and Personnel Committee Chair at least two (2) weeks prior to the end of the 
initial 12-week period.  

 
5. Permanent Change in Executive Director 
 
It is considered a voluntary resignation if the Executive Director is unabledoes not to return to work from a leave 
of absence, either after the initial 12-week period or within the board designated return to work date without 
making an additional leave request as soon as practicable under the facts and circumstances of the particular 
case, but in no event later than the end of the approved leave. 

 
The GRRL Board of Trustees will hold a special meeting and appoint an Interim Executive Director within 10 
business days.  
 
6. Transition and Search Committee 
 
The GRRL Board will consider the need for outside consulting assistance depending on the circumstances of the 
transition and the Board's capacity to plan and manage the transition and search.  
 
The GRRL Board will assign individuals to the Transition and Search Committee. The Transition and Search 
Committee will plan for the recruitment and selection of a permanent Executive Director. Final recommendation 
will be presented to the GRRL Board for approval. 
 
Approved Date:  3/16/10 
Effective Date: 3/16/10 
Revised Date:  8/19/14, 09/16/2014 
 



 200 Personnel Policies 
5A. Grievances Policy  
Submitted by Sunny Hesse, HR Coordinator 
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The Personnel Committee reviewed and discussed the current 5A. Grievance Policy during the July 15, 
2014 personnel committee meeting. After much discussion, including a verbal report to the full board, 
the Board of Trustees suggested revisions and asked that we bring the revised policy to the Personnel 
Committee in September for review and approval.  
 
 
I. Purpose 
The GRRL Board of Trustees and Administration recognize the need for a consistent process for resolution 
employment concerns for non-bargaining unit employees. This policy is established to provide eligible employees 
with an orderly process for addressing employment conditions or decisions in a timely manner. 
 
II. Definition  
A grievance is a dispute arising over the interpretation or application of a specific provision set forth in this policy. 
 
III. Disclaimer 
The grievance policy is provided to non-union employees as a guideline for expressing concerns about 
employment relative to the application, meaning or interpretation of the established personnel policies. The 
policy does not compromise the rights of management to direct the workforce in accomplishing the mission of the 
organization. This process does not alter the employment at-will relationship between GRRL and its at-will 
employees. 
 
Employees may not grieve a termination. 
 
Nothing in this policy alters the ability of management to discipline employees. 
 
Examples of matters that are appropriately addressed under this policy may include: 

1. A belief that policies or procedures have been applied inconsistently to an employee; 
2. Treatment which the employee considers reprisal or harassment, including sexual harassment; 
3. Alleged discrimination because of race, color, age, sex, national origin, marital status, disability or any 

other protected class under the Minnesota Human Rights Act or other applicable law; 
4. Improper or unfair administration of employee benefits or of conditions of employment such as 

promotions, scheduling, performance review, or PTO. 
 
This list is not exhaustive, but rather is illustrative in nature. 
 
Issues regarding matters of public concern may be directed to the GRRL Board of Trustees by: 

1. Attending a board meeting and presenting concern during the open public forum, or 
2. Submitting a concern using the Comments for the Library Board submission form on the GRRL public 

website. 
 
IV. Policy 
At each step of the grievance process, the position of authority should gather information only. Formal response 
to the grievant, at any step, will take place only after review with the Human Resources Coordinator. 
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It is the policy and philosophy of GRRL to treat all employees consistently in matters affecting their employment. 
Employees have the right to present grievances without fear of reprisal. Grievances will be promptly and fairly 
processed through the grievance procedure in a fair and impartial manner. 
 
V. Eligibility 

1. All non-union employees except those listed in Paragraph B, below, are eligible to file a grievance. 
2. The following employees are not eligible to file a grievance:  

a. Employees who have been terminated. 
b. Employees seeking relief through other administrative or judicial procedures. 

3. Waiver. If an employee has a grievance relating to his/her employment, he/she should proceed in the 
following manner. All time lines are firm and missing a deadline will constitute waiver of the grievance by 
the employee unless both parties have mutually agreed in writing upon a time extension. If a grievance is 
not appealed in conformity with any of the procedural requirements of this grievance procedure or any 
agreed waiver of the requirements, it shall be considered settled on the basis of the employer’s last 
answer. If the employer does not answer a grievance or an appeal thereof within the specified time limits, 
the employee may elect to treat the grievance as denied at that step and immediately appeal the 
grievance to the next step. 

 
VI. Process 
 
Step 1 
The grievant shall provide, in writing, a summary of the nature of the grievance, the facts upon which it is based, 
the provision(s) of the policy allegedly violated, and the remedy requested. The document(s) shall be presented to 
his/her supervisor within fifteen (15) calendar days after the occurrence upon which the grievance is based except 
in cases where the grievance is against the first level supervisor for illegal activity such as sexual harassment or 
discrimination. If the grievance involves the reporting of illegal activity by the supervisor then the grievant can 
proceed to Step 2. 
 
The supervisor shall respond, in writing, to the grievant regarding the grievance within fifteen (15) calendar days 
from the date that he/she received the grievance.  
 
In the event the grievant does not agree with the response he/she receives at this level or if the supervisor does 
not reply within the established timeframe, the grievant may appeal to Step 2. 
 
If the complaint is in regard to the Executive Director and is not resolved at this level, the processing required in 
Step 2 and 3 are not applicable and the grievance will directly proceed to Step 4. To assist the staff committee in 
Step 4 with resolution, the grievant is to record, in writing, all pertinent facts regarding what happened and why 
they believe it constitutes unfair or inconsistent treatment under GRRL policy or procedure or other law, state 
relief that is sought, and date and sign the document. Only the full Board of Trustees has the authority to grant 
monetary relief, including, but not limited to, an increase in wages and benefits. The grievant must submit the 
document, within fifteen calendar (15) days of the decision from the Executive Director, to the Associate Director, 
Human Resources (see Step 4). 
 
Step 2 
If the grievance is not settled in Step 1, the grievant shall provide, in writing, a summary of the nature of the 
grievance, the facts upon which it is based, the provisions(s) of the policy allegedly violated, and the remedy 
requested. The grievant is to submit the document(s) to their supervisor's supervisor within fifteen (15) calendar 
days of receipt of Step 1 response for consideration and action. The grievant shall receive a written response from 
the recipient of the document within fifteen (15) calendar days after the grievance has been received. 
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Step 3 
If the grievance is not settled in Step 2 , the grievant shall provide, in writing, a summary of the nature of the 
grievance, the facts upon which it is based, the provisions(s) of the policy allegedly violated, and the remedy 
requested.  The grievant is to submit the document within fifteen (15) calendar days after receipt of the Step 2 
response to the Executive Director, who shall give his/her written answer within fifteen (15) calendar days after 
the grievance has been received. 
 
Step 4 
If the grievance is not settled in Step 3, the grievant shall provide, in writing, a summary of the nature of the 
grievance, the facts upon which is it based, the provision(s) of the policy allegedly violated, and the remedy 
requested. The grievant is to submit the document to the Associate Director, Human Resources, a written request 
for a meeting of a three-person staff committee within fifteen (15) calendar days after the receipt of Step 3 
response. This committee consists of (a) one person selected by the grievant, (b) one person selected by the 
Executive Director, ordinarily a member of the Human Resources Staff, and (c) one employee represented by this 
policy who shall be annually designated by the Staff Association to serve on this committee. The staff committee 
shall meet within fifteen (15) calendar days after the written request is received by the Associate Director, Human 
Resources. 
 
The staff committee will assign a chairperson, establish ground rules and provide notice of hearing to the grievant 
and opposing party. 
 
The staff committee will hear from each party to the dispute in an informal hearing setting, review any documents 
that have been produced, and determine whether the matter should be ended, resolved with non-monetary relief 
or presented to the Great River Regional Library Personnel Committee within 30 calendar days. The decision of 
the staff committee will be made promptly, usually within 24 hours of the end of the informal hearing of the 
parties, and communicated to all the parties immediately in writing. 
 
This staff committee has the authority to: (a) deem the grievance unsubstantiated and end any further 
processing; (b) refer the grievance for review by the Personnel Committee; or (c) grant non-monetary relief which 
in their judgment is just and appropriate. Only the full Board of Trustees has the authority to grant monetary 
relief, including, but not limited to, an increase in wages and benefits. 
 
A 2/3 majority of the staff committee must support the decision made to end, resolve or refer the grievance for 
further review. Decisions of the staff committee are final. 
 
If the next scheduled meeting of the Personnel Committee is more than 30 days away, the staff committee may 
recommend that the Executive Director call for a special meeting of the Personnel Committee. The Executive 
Director will call such a special meeting unless extraordinary circumstances prevent such a meeting being feasible. 
If the regular meeting of the Personnel Committee is scheduled within 30 calendar days, this grievance will be 
placed on the regular agenda. 
 
Step 5 
The Personnel Committee shall meet to review the facts associated with the grievance. The chairperson of the 
Personnel Committee will determine the format in which the grievance is submitted. The Personnel Committee 
shall make a recommendation for resolution to the GRRL Board of Trustees. This recommendation shall be 
considered by the full Board at their next regularly scheduled meeting, but generally not more than 30 days after 
the Personnel Committee meeting scheduled in Step 4. If the next regularly scheduled meeting of the full Board is 
more than 30 days away, the Personnel Committee can recommend that a special meeting be called to resolve 
this matter. The President of the Board will decide whether to hold a special meeting of the full Board. The 
decision of the GRRL Board of Trustees is final. 
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The human resources department will provide training and support to supervisors in dealing with employee 
grievances. 
 
Final decisions on disputes brought forth under this policy will not be precedent setting or binding on future 
disputes. 
 
Information concerning an employee dispute is considered confidential; supervisors, members of management 
and other staff members who are involved in the investigation of the complaint may discuss it only with people 
who have an official need to know about it. However, all employees are encouraged to supply necessary 
background information and advice when requested to do so. 
 
Time spent by employees in dispute discussions with management during their normal work hours will be 
considered paid time for pay purposes. Time to prepare a grievance or for a grievance hearing is not paid work 
time. 
 
Employees will not be penalized for proper use of this dispute resolution process. However, it is not considered 
proper use if an employee raises complaints in bad faith, solely for the purpose to harass or repeatedly raises 
meritless disputes. 
 
Retaliation against any employee who properly uses this dispute process is prohibited. 
 
GRRL, through the Executive Director or the Board of Trustees, may refuse to proceed with any dispute 
determined to be improper under this policy. 
 
Information about Employee Assistance Program will be made available to the grievant when appropriate. 
  
Approved Date: 07/11/00 
Effective Date: 10/31/00 
Revised Date: 09/13/11, 03/20/12, 1/21/14, 09/16/14 
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EXECUTIVE DIRECTOR 
 
 

Department:  
 

GRRL Administration/GRRL Class Code: 2775 
Reports To:   
 

GRRL Board of Trustees Pay Grade: 37 
  FLSA Status: Exempt 

 
Date Approved:   09/27/2005 
Date of Last Revision:  11/19/2013, 08/19/201409/16/2014      
 
 
Under general direction of the Great River Regional Library Board of Trustees, the position of Executive 
Director plans, organizes, directs, evaluates and reviews the library’s resources, services and programs.  
The Executive Director also interprets library resources, services and programs to the regional library 
board, governmental authorities and citizens. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 

THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT 
TO BE CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED 
AND ASSIGNED. 

• Serves the library in a leadership capacity to move the region’s services forward, anticipates 
future needs, as well as to respond to current trends. 

• Plans, organizes and directs all activities concerned with the administration and operation of the 
regional library system.  
• Provides direction and coaching to direct reports in the effective operation of major 

library service areas including Accounting, Collection Development, Human Resources, 
Information Technology, Patron Services and Public Relations. Maintains a collaborative 
and respectful workplace environment. 

• Makes policy and budget recommendations to the regional library board and serves as a 
non-voting executive officer at all board and committee meetings.  Reports to the board 
on library needs and operation on a regular basis. Provides the board with an appropriate 
strategic planning process, short- and long-range goals, and implements an ongoing 
process of reviewing the development of library services and programs in response to 
changing needs or conditions.  

• Develops and recommends to the board system wide policies and procedures for library 
operations. 

• Administers expenditure of all regionally held funds committed for library services and 
operations.  Oversees preparation and development of the annual budget. Presents the 
annual budget proposal for board authorization.  Provides periodic budget status reports 
and enforces provisions of the adopted budget. 

• Exercises final authority for all recruitment, hiring and dismissal actions for library staff. 
• Leads advocacy efforts and maintains effective relationships with board members and 

community stakeholders. Maintains effective communication with governmental officials 
regarding funding issues. Represents Great River Regional Library in the community. 
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• Represents the library in state and national professional associations and at conferences.  Stays 
informed on new developments affecting library operations, services and programs and assesses 
advisability and feasibility of implementation strategies. 

• Oversees advice to local boards and governmental authorities on a variety of library issues 
including local library board operations, building improvements, site selection, services, etc. 

• Oversees the release of information regarding status of pending local, state and federal 
legislation affecting library operations.  Represents the library concerning governmental 
regulations and funding at local, state and federal levels. 

• IEnsures GRRL’s interests are represented with the State of Minnesota by participating in 
various meetings such as those conducted by State Library Services & School Technology, the 
Council of Regional Public Library System Administrators, Central Minnesota Libraries Exchange 
and other appropriate local, county, state and federal agencies. 

• Other essential duties include but are not limited to the following: 
• Conducts staff meetings communicating the library’s vision, mission, philosophy, goals and 

objectives to library staff.  Ensures that these goals are executed by staff.  
• Oversees preparation and distribution of statistical reports outlining library services and 

operations.  Interprets and analyzes those reports and uses that analysis to develop goals 
and objectives for Board consideration. 

• Provides needed reports, planning documents, program applications and other 
documentation to board members and state and federal program officials.  

• Represents GRRL to the media. 
• Maintains awareness of and pursues grant opportunities and other innovative sources of 

income. 
• Attends GRRL staff meetings and takes part in continuing education and training 

opportunities to represent GRRL and to keep current on changing trends in the field of 
library science. 

 
MINIMUM QUALIFICATIONS 

Education and Experience: 

Master’s degree in Library Science from an American Library Association accredited college or university. 

AND 

At least eight years of public library experience including at least two years of administrative 
responsibility.  Experience working with a board of trustees. 

Required Skills and Abilities: 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 
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• Demonstrated administrative skills sufficient to manage the operation of a 32-branch library 
system. 

• Ability to lead administrative staff in long and short range planning to assist GRRL in fulfilling its 
stated mission.  Knowledge of management techniques to plan and coordinate the work of 
approximately 280 employees to provide high quality library services. 

• Knowledge of concepts, principles, techniques, and practices of accounting, human resource 
management, public relations, planning, statistics, verbal and graphical presentations, public 
speaking, grant writing and grant administration. 

• Financial planning and management skills necessary to oversee the creation, development and 
management of a large and complex annual operating budget. 

• Ability to create with the library board a philosophy supporting regional library services and 
interpersonal skills sufficient to effectively relate this to the general public, staff, and legislative 
and governmental bodies. 

• Ability to develop and write policies and procedures and secure board support to implement 
them. 

• Comprehensive knowledge of professional library principles, methods, techniques, materials 
and procedures. 

• Excellent computer skills and familiarity with electronic information resources including 
databases and the Internet and knowledge of relevant software applications. 

• Familiarity with automation, telecommunication, library and information management 
technologies. 

• Ability to travel frequently with overnight stays.  Minnesota driver’s license required. 
• Comprehensive knowledge of laws and regulations relating to library operations. 
• Ability to read, write, give, follow and comprehend verbal and written instructions.   
• Effective oral and written communication skills to communicate productively with staff and 

library users. 
• Must reside within the region within six months of hire. 

 

PHYSICAL DEMANDS/WORK ENVIRONMENT 

The physical demands and work environment characteristics described on the attached Physical 
Demands Analysis below are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Work is performed in a standard office environment. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Squat     
Crawl     
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Climb Heights/Ladder     
Reach above shoulder level     
Crouch     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job, use of the feet for repetitive movements as in operating foot controls is required: 

Right Left Both 
 Yes  No  Yes  No  Yes  No 

 
On the job, use of the hands for repetitive action, such as the following, is required: 

 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in temperature 
or humidity 

        

Driving automotive equipment        Use of feet for repetitive 
movement to operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces         
Using computer         
Using telephone, other telecommunications         
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equipment 
Exposure to elevated noise levels for 
extended periods of time 

        

Moving library materials (pushing carts/bins, 
handling delivery bags, etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or machinery   General office equipment (copier, fax 

computer, telephone, and other 
telecommunications equipment 

Use of hands for repetitive action    Extensive computer keyboard use 
 

ACCEPTANCE STATEMENT 

I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Executive Director at GRRL. If employed, I certify that I can and will perform the primary duties and 
responsibilities of the position.  Management reserves the right to change job responsibilities, duties 
and hours as needs prevail.  This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 

Acknowledgement of Review 

I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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EXECUTIVE DIRECTOR 
 
 

Department:  
 

GRRL Administration/GRRL Pay Grade: 37 
Reports To:   
 

GRRL Board of Trustees FLSA Status: Exempt 
    
Date Approved:   09/27/2005 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general direction of the Great River Regional Library Board of Trustees, the position of Executive 
Director plans, organizes, directs, evaluates and reviews the library’s resources, services and programs.  
The Executive Director also interprets library resources, services and programs to the regional library 
board, governmental authorities and citizens. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT 
TO BE CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED 
AND ASSIGNED. 

• Serves the library in a leadership capacity to move the region’s services forward, anticipates 
future needs, as well as to respond to current trends. 

• Plans, organizes and directs all activities concerned with the administration and operation of the 
regional library system.  

o Provides direction and coaching to direct reports in the effective operation of major 
library service areas including Accounting, Collection Development, Human Resources, 
Information Technology, Patron Services and Public Relations. Maintains a collaborative 
and respectful workplace environment. 

o Makes policy and budget recommendations to the regional library board and serves as a 
non-voting executive officer at all board and committee meetings.  Reports to the board 
on library needs and operation on a regular basis. Provides the board with an 
appropriate strategic planning process, short- and long-range goals, and implements an 
ongoing process of reviewing the development of library services and programs in 
response to changing needs or conditions.  

o Develops and recommends to the board system wide policies and procedures for library 
operations. 

o Administers expenditure of all regionally held funds committed for library services and 
operations.  Oversees preparation and development of the annual budget. Presents the 
annual budget proposal for board authorization.  Provides periodic budget status 
reports and enforces provisions of the adopted budget. 

o Exercises final authority for all recruitment, hiring and dismissal actions for library staff. 
o Leads advocacy efforts and maintains effective relationships with board members and 

community stakeholders. Maintains effective communication with governmental 
officials regarding funding issues. Represents Great River Regional Library in the 
community. 
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• Represents the library in state and national professional associations and at conferences.  Stays 
informed on new developments affecting library operations, services and programs and assesses 
advisability and feasibility of implementation strategies. 

• Oversees advice to local boards and governmental authorities on a variety of library issues 
including local library board operations, building improvements, site selection, services, etc. 

• Oversees the release of information regarding status of pending local, state and federal 
legislation affecting library operations.  Represents the library concerning governmental 
regulations and funding at local, state and federal levels. 

• Ensures GRRL’s interests are represented with the State of Minnesota by participating in various 
meetings such as those conducted by State Library Services & School Technology, the Council of 
Regional Public Library System Administrators, Central Minnesota Libraries Exchange and other 
appropriate local, county, state and federal agencies. 

• Other essential duties include but are not limited to the following: 
o Conducts staff meetings communicating the library’s vision, mission, philosophy, goals 

and objectives to library staff.  Ensures that these goals are executed by staff.  
o Oversees preparation and distribution of statistical reports outlining library services and 

operations.  Interprets and analyzes those reports and uses that analysis to develop 
goals and objectives for Board consideration. 

o Provides needed reports, planning documents, program applications and other 
documentation to board members and state and federal program officials.  

o Represents GRRL to the media. 
o Maintains awareness of and pursues grant opportunities and other innovative sources 

of income. 
o Attends GRRL staff meetings and takes part in continuing education and training 

opportunities to represent GRRL and to keep current on changing trends in the field of 
library science. 

 
MINIMUM QUALIFICATIONS 

Education and Experience: 

Master’s degree in Library Science from an American Library Association accredited college or university. 

AND 

At least eight years of public library experience including at least two years of administrative 
responsibility.  Experience working with a board of trustees. 

Required Skills and Abilities: 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the 

organization's annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Demonstrated administrative skills sufficient to manage the operation of a 32-branch library 
system. 
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• Ability to lead administrative staff in long and short range planning to assist GRRL in fulfilling its 
stated mission.  Knowledge of management techniques to plan and coordinate the work of 
approximately 280 employees to provide high quality library services. 

• Knowledge of concepts, principles, techniques, and practices of accounting, human resource 
management, public relations, planning, statistics, verbal and graphical presentations, public 
speaking, grant writing and grant administration. 

• Financial planning and management skills necessary to oversee the creation, development and 
management of a large and complex annual operating budget. 

• Ability to create with the library board a philosophy supporting regional library services and 
interpersonal skills sufficient to effectively relate this to the general public, staff, and legislative 
and governmental bodies. 

• Ability to develop and write policies and procedures and secure board support to implement 
them. 

• Comprehensive knowledge of professional library principles, methods, techniques, materials 
and procedures. 

• Excellent computer skills and familiarity with electronic information resources including 
databases and the Internet and knowledge of relevant software applications. 

• Familiarity with automation, telecommunication, library and information management 
technologies. 

• Ability to travel frequently with overnight stays.  Minnesota driver’s license required. 
• Comprehensive knowledge of laws and regulations relating to library operations. 
• Ability to read, write, give, follow and comprehend verbal and written instructions.   
• Effective oral and written communication skills to communicate productively with staff and 

library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. Work 
is performed in a standard office environment. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
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On the job you carry: 
 Not at all 

(0%) 
Occasionally 

(1-33%) 
Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment   Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces         
Exposure to elevated noise levels for 
extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax 
computer, telephone, and other 
telecommunications equipment 

Use of hands for repetitive action    Extensive computer keyboard use 
 

ACCEPTANCE STATEMENT 

I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Executive Director at GRRL. If employed, I certify that I can and will perform the primary duties and 
responsibilities of the position.  Management reserves the right to change job responsibilities, duties 
and hours as needs prevail.  This document is for management communication only and does not 
indicate a written or implied contract of employment. 
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Acknowledgement of Review 

I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    



Annual Review of Position Descriptions and 
Physical Demands Analysis 

Submitted by Sunny Hesse, HR Coordinator 
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A review of all position descriptions and physical demands analysis occurs annually in September. Input is 
requested from all supervisors and their staff regarding the duties and responsibilities of each position.  
 
On July 21, 2014, a communication was sent to all supervisors requesting that they review the current position 
descriptions and physical demands analysis of the positions that they supervise and gather feedback from their 
staff. Feedback was submitted to the supervisors Patron Services Supervisor or Associate Director. The Patron 
Services Supervisor or Associate Director reviewed the recommendations, summarized and forwarded the 
information to me for consideration.  
 
Recommended Changes for Approval – September 16, 2014 Personnel/BOT Meeting 
 

Based on the feedback received, the following position descriptions and/or physical demands analysis have been 
revised. All revisions were discussed with Interim Executive Director Karen Pundsack for approval.  
 

• Executive Director (under separate agenda item) 
• Associate Director, Information Technology 
• Computer Systems Analyst 
• Web Developer 
• Computer Support Technician 
• Associate Director, Patron Services 
• Patron Services Supervisor 
• Patron Services Librarian 
• Patron Services Specialist 
• Library Associate 
• Circulation Assistant 

 
Recommended Changes for Approval – November 18, 2014 Personnel/BOT Meeting 
 

Feedback was also received for the following position descriptions and/or physical demands analysis. This 
feedback is currently being reviewed for consideration. All recommended changes will be brought forward for 
approval by the Personnel Committee and GRRL Board of Trustees in November, 2014. 
 

• Patron Services Librarian 
• Library Services Coordinator (LSC) 
• Library Assistant 
• Library Aide 
• Circulation Aide 
• Summer Aide 
• Technical Services Assistant 
• Technical Services Clerk 
• Collection Development Librarian 
• Collection Development Assistant (Borrowing and Lending) 
• Purchasing Assistant 
• Collection Development Clerk 
• Distribution Coordinator 
• Driver 
• Distribution Aide 
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Additionally, as stated in September 2013, upon implementation of the Human Resource and Accounting 
reorganization and the new payroll and human resource management software, and following the transition and 
training period of both, the allocation of hours will be re-evaluated to fit the ongoing tasks and responsibilities of 
each position. We are in the process of re-evaluating all Human Resource and Accounting position descriptions 
and physical demands analysis. 
 

• Associate Director, Human Resources 
• Payroll & Benefit Coordinator 
• Human Resources Generalist 
• Human Resources Specialist 
• Accounting Coordinator 
• Accounting Specialist 
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ASSOCIATE DIRECTOR, INFORMATION TECHNOLOGY 
 
 

Department:  Information Technology/GRRL Class Code: 1705 
Reports To:   Executive Director Pay Grade: 29 
  FLSA Status: Exempt 
Date Approved:   07/14/2009 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general direction, the position of Associate Director, Information Technology exists to coordinate 
provision of computer and information services to staff and customers for the Great River Regional 
Library system. This includes services to remote users as well as new technology and services. This 
position also serves as liaison with GRRL administration and other GRRL departments.  
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 

• Serves the library in a leadership capacity to move the region’s services forward, anticipate 
future needs, as well as to respond to current trends. 
o Special projects as assigned by the executive director. 
o Handles emergency situations that may develop anywhere in the region. 
o Assumes acting executive director role, as designated. 

• Supervises all functions of Information Technology to ensure efficient and effective operation of 
the department including technical support of GRRL’s centralized computer and information 
systems and the library’s computer equipment and software used by staff and the public.  
o Supervises overall implementation of computer services and functions to provide a strong 

technical infrastructure for library operations. Develops written departmental procedures 
to assist staff in carrying out their tasks in compliance with GRRL policies.   

o Trains, supervises and evaluates all staff assigned to the department to maintain a well-
trained, well-informed and effective staff.  Sets staff schedules to provide the best 
coverage for the department. Ensures coverage for IT Department, as needed. 

o Coordinates onsite GRRL computer and information services processes, including 
preventive maintenance and repairs, inventory and reports to assure smooth day-to-day 
technical support for library operations. 

o Interviews candidates for all positions supervised and makes hiring recommendations to 
the executive director. 

o Coordinates information technology problem resolution with all GRRL staff and outside 
computer and information services vendors in order to maintain efficient and effective 
technology computer and information services support for library operations. 

o Plans for information technology file maintenance and backups in order to ensure 
integrity of data and computer and information services. 

o Supervises maintenance of the library’s home pages, databases and other information 
resources available to staff and the public via the library’s servers. 
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o Coordinates maintenance of telecommunications, networking, and interfaces within the 
library and with other systems outside of the library to provide staff and public with 
access to needed resources. 

o Maintains current awareness in information technology trends and environment and 
coordinates ongoing review of computer and information services needs and upgrade 
plans to assist the library in meeting the challenges of technical changes in the library and 
informational environment.  

o Performs analysis/recommendation of budget(s) related to technology services to assist 
GRRL administration with overall budget planning and the effective use of resources. 

o Oversees and ensures efficient use of department budgets. 
o Has access to and uses labor relations information to perform general duties and/or 

complete project work as assigned. 
o Oversees virtual services including the virtual branch. Chairs teams as assigned 

technological aspects of providing virtual service including the virtual branch. Participates 
on teams as assigned. 

o Researches, evaluates and recommends extension and development of library services 
through use of technology such as virtual reference, collaborative/cooperative reference, 
digital reference, etc. 

• Serves in a leadership capacity on the Leadership Support Team to facilitate inter-departmental 
communication and to discuss issues related to all aspects of the operation of GRRL.  
Coordinates the functions and activities of Information Technology department with other GRRL 
associate directors, supervisors and staff to help the library system run smoothly.  Attends all 
GRRL Board meetings representing IT to the Board and shares information with staff supervised. 

• Participates in professional meetings, workshops and related continuing education activities to 
represent GRRL and to keep current on changing trends in areas related to job tasks. 

• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 
 

MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university in a Bachelor’s program with emphasis in computer 
science or equivalent. 
 
AND 
 
At least four years of computer experience including two years supervisory experience or equivalent in 
the area of service. Public library experience preferred. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
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o to lead and follow through on initiatives based on the achievement of the organization's 
annual and long-term goals 

o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Ability to maintain the confidentiality of labor relations information. 
• Ability to translate comprehensive knowledge of information technology services into everyday 

management of the ongoing successful provision of information technology services following 
GRRL’s philosophy, policies and procedures. 

• Ability to balance the multiple tasks associated with the day-to-day operation of computer and 
information services and the skills to react quickly and effectively to difficult or emergency 
situations. 

• Ability to understand standard personnel practices and to select, train and evaluate staff in a 
variety of positions to assist in their development as successful GRRL employees. 

• Ability to effectively plan the workflow of assigned area of responsibility including the 
delegation of tasks to other staff members and volunteers to facilitate productive use of their 
time.   

• Ability to effectively participate in strategic planning to assist GRRL in fulfilling its stated mission. 
• Ability to translate comprehensive knowledge of a wide variety of computer hardware, 

software, networking and telecommunications to library applications. 
• Ability to operate a variety of library equipment including computer and printer, photocopier, 

fax machines, VCR, DVD, and microform reader printer. 
• Possession of a valid Minnesota's driver's license and the ability to maintain a good driving 

record by following traffic laws and regulations.  
 
PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described on the attached Physical 
Demands Analysis below are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Work is performed in a standard office environment. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Squat     
Crawl     
Climb Heights/Ladders     
Reach above shoulder level     
Crouch     
Kneel/Crouch/Crawl     
Balance     
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Push/Pull/Twist     
Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job, use of the feet for repetitive movements as in operating foot controls is required: 
 

Right Left Both 
 Yes  No  Yes  No  Yes  No 

 
On the job, use of the hands for repetitive action, such as the following, is required: 
 

 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment        Use of feet for repetitive movement 
to operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces   Equipment rooms 
Exposure to elevated noise levels for 
extended periods 

  Telecommunication Room (servers) 

Using computer         
Using telephone         
Moving library materials (pushing 
carts/bins, handling delivery bags, etc.) 
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Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Associate Director, Information Technology at GRRL. If employed, I certify that I can and will perform the 
primary duties and responsibilities of the position. Management reserves the right to change job 
responsibilities, duties and hours as needs prevail. This document is for management communication 
only and does not indicate a written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 

 

__________________________________                  ___________________  

Employee Signature     Date 

 

__________________________________  ___________________ 

GRRL Supervisor Signature    Date    
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ASSOCIATE DIRECTOR, INFORMATION TECHNOLOGY 
 
 

Department:  Information Technology/GRRL Pay Grade: 29 
Reports To:   Executive Director FLSA Status: Exempt 
    
Date Approved:   07/14/2009 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general direction, the position of Associate Director, Information Technology exists to coordinate 
provision of computer and information services to staff and customers for the Great River Regional 
Library system. This includes services to remote users as well as new technology and services. This 
position also serves as liaison with GRRL administration and other GRRL departments.  
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 

• Serves the library in a leadership capacity to move the region’s services forward, anticipate 
future needs, as well as to respond to current trends. 
o Special projects as assigned by the executive director. 
o Handles emergency situations that may develop anywhere in the region. 
o Assumes acting executive director role, as designated. 

• Supervises all functions of Information Technology to ensure efficient and effective operation of 
the department including technical support of GRRL’s centralized computer and information 
systems and the library’s computer equipment and software used by staff and the public.  
o Supervises overall implementation of computer services and functions to provide a strong 

technical infrastructure for library operations. Develops written departmental procedures 
to assist staff in carrying out their tasks in compliance with GRRL policies.   

o Trains, supervises and evaluates all staff assigned to the department to maintain a well-
trained, well-informed and effective staff.  Sets staff schedules to provide the best 
coverage for the department. Ensures coverage for IT Department, as needed. 

o Coordinates onsite GRRL computer and information services processes, including 
preventive maintenance and repairs, inventory and reports to assure smooth day-to-day 
technical support for library operations. 

o Interviews candidates for all positions supervised and makes hiring recommendations to 
the executive director. 

o Coordinates information technology problem resolution with all GRRL staff and outside 
computer and information services vendors in order to maintain efficient and effective 
technology computer and information services support for library operations. 

o Plans for information technology file maintenance and backups in order to ensure 
integrity of data and computer and information services. 

o Supervises maintenance of the library’s home pages, databases and other information 
resources available to staff and the public via the library’s servers. 
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o Coordinates maintenance of telecommunications, networking, and interfaces within the 
library and with other systems outside of the library to provide staff and public with 
access to needed resources. 

o Maintains current awareness in information technology trends and environment and 
coordinates ongoing review of computer and information services needs and upgrade 
plans to assist the library in meeting the challenges of technical changes in the library and 
informational environment.  

o Performs analysis/recommendation of budget(s) related to technology services to assist 
GRRL administration with overall budget planning and the effective use of resources. 

o Oversees and ensures efficient use of department budgets. 
o Has access to and uses labor relations information to perform general duties and/or 

complete project work as assigned. 
o Oversees technological aspects of providing virtual service including the virtual branch. 

Participates on teams as assigned. 
o Researches, evaluates and recommends extension and development of library services 

through use of technology such as virtual reference, collaborative/cooperative reference, 
digital reference, etc. 

• Serves in a leadership capacity on the Leadership Support Team to facilitate inter-departmental 
communication and to discuss issues related to all aspects of the operation of GRRL.  
Coordinates the functions and activities of Information Technology department with other GRRL 
associate directors, supervisors and staff to help the library system run smoothly.  Attends all 
GRRL Board meetings representing IT to the Board and shares information with staff supervised. 

• Participates in professional meetings, workshops and related continuing education activities to 
represent GRRL and to keep current on changing trends in areas related to job tasks. 

• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 
 

MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university in a Bachelor’s program with emphasis in computer 
science or equivalent. 
 
AND 
 
At least four years of computer experience including two years supervisory experience or equivalent in 
the area of service. Public library experience preferred. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
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o to lead and follow through on initiatives based on the achievement of the organization's 
annual and long-term goals 

o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Ability to maintain the confidentiality of labor relations information. 
• Ability to translate comprehensive knowledge of information technology services into everyday 

management of the ongoing successful provision of information technology services following 
GRRL’s philosophy, policies and procedures. 

• Ability to balance the multiple tasks associated with the day-to-day operation of computer and 
information services and the skills to react quickly and effectively to difficult or emergency 
situations. 

• Ability to understand standard personnel practices and to select, train and evaluate staff in a 
variety of positions to assist in their development as successful GRRL employees. 

• Ability to effectively plan the workflow of assigned area of responsibility including the 
delegation of tasks to other staff members and volunteers to facilitate productive use of their 
time.   

• Ability to effectively participate in strategic planning to assist GRRL in fulfilling its stated mission. 
• Ability to translate comprehensive knowledge of a wide variety of computer hardware, 

software, networking and telecommunications to library applications. 
• Ability to operate a variety of library equipment including computer and printer, photocopier, 

fax machines, VCR, DVD, and microform reader printer. 
• Possession of a valid Minnesota's driver's license and the ability to maintain a good driving 

record by following traffic laws and regulations.  
 
PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. Work 
is performed in a standard office environment. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Climb Heights/Ladders     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     

 
On the job you carry: 

 Not at all Occasionally Frequently Continuously 
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(0%) (1-33%) (34-66%) (67-100%) 
Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment   Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces   Equipment rooms 
Exposure to elevated noise levels for 
extended periods 

  Telecommunication Room (servers) 

Moving library materials (pushing 
carts/bins, handling delivery bags, etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Associate Director, Information Technology at GRRL. If employed, I certify that I can and will perform the 
primary duties and responsibilities of the position. Management reserves the right to change job 
responsibilities, duties and hours as needs prevail. This document is for management communication 
only and does not indicate a written or implied contract of employment. 
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Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 

 

__________________________________                  ___________________  

Employee Signature     Date 

 

__________________________________  ___________________ 

GRRL Supervisor Signature    Date    
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COMPUTER SYSTEMS ANALYST 
 
 

Department:  Information Technology/GRRL Class Code: 1125 
Reports To:   Associate Director, Information Technology Pay Grade: 24 
  FLSA Status: Exempt 
Date Approved:   05/01/2001 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general supervision, the position of Computer Systems Analyst exists to assist in the provision of 
information technology services to staff and public users at Headquarters and branch libraries. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves the library in a leadership capacity to move the region’s services forward, anticipate 
future needs, as well as to respond to current trends. 

• Performs technology problem resolution with all GRRL staff and outside technology vendors in 
order to maintain efficient and effective computer and information services support for library 
operations. 

• Under general direction from the Associate Director of IT: 
o Maintains technical aspects such as system policy setting and configuration of the library's 

centralized technology system. Maintains the integrated library system using appropriate 
software and techniques.  Uses SQL (Structured Query Language) to query and update the 
library's online catalog database. 

o Assists with and maintains technical aspects of GRRL web pages, integrated databases and 
other information resources available to staff and the public via the library’s intranet and 
World Wide Web servers. Assists with and maintains dynamic database-supported web 
pages and applications for the public staff. 

• Other essential duties include but are not limited to the following: 
o Provides technical training to staff in use of the library’s computer equipment, software 

(including application and client software) and web properties in order to ensure a well-
trained and efficient staff and a well-informed public 

o Performs computer and information system file maintenance and backups in order to 
ensure integrity of data and computer and information services. 

o Runs and monitors onsite GRRL technology processes, including preventive maintenance 
and repairs, inventory and reports to assure smooth day-to-day technical support for 
library operations.  

o Assists in maintaining telecommunications, networking, and interfaces within the library 
and with other systems outside of the library to provide staff and public with access to 
needed resources. Contacts telecommunications vendors when needed. 

o Performs ongoing communications with computer and information services and 
telecommunication vendors to provide effective implementation and ongoing computer 
and information services processes. 
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o Maintains current awareness in computer and information services trends and 
environment to assist the library in meeting the challenges of technical changes in the 
library and informational environment. 

o Has access to and uses labor relations information to perform general duties and/or 
complete project work as assigned. 

• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 
• Assists in ongoing review of information technology services needs, upgrades plans. 
• Assists in analysis/recommendation of budget(s) related to information technology services. 
• Represents GRRL at professional meetings related to information technology services. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university with a Bachelor’s in Computer Science or equivalent 
and other certification as required by law. 
 
AND 
 
Four years computer systems experience. Library experience preferred. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Ability to maintain the confidentiality of labor relations information. 
• Ability to run and monitor onsite GRRL technology processes, including preventive maintenance 

and repairs, inventory and reports. 
• Ability to maintain and provide technical training to staff in use of the library's technology 

equipment and software, home pages, databases and other information resources. 
• Ability to assist in maintaining automated telecommunications, networking, and interfaces 

within the library and with other systems outside of the library. 
• Ability to travel as needed to library sites where technology assistance is needed  
• Ability to perform detailed computer work with consistent accuracy. 
• Ability to make diagnoses and suggest/perform resolutions for computer hardware and 

software problems.  
• Ability to assist staff and public in the use of computer hardware and software. 
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• Ability to self-direct work, with minimal supervision, within the parameters of the task sheet and 
library policies. 

• Ability to learn new tasks and adapt to changing tasks as technology changes. 
• Ability to learn computer functions of significant complexity for the purpose of maintaining 

computers and software and of training staff. 
• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 

have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described on the attached Physical 
Demands Analysis below are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Work is performed in a standard office environment. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Squat     
Crawl     
Climb Heights/Ladder     
Reach above shoulder level     
Crouch     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 
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Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

On the job, use of the feet for repetitive movements as in operating foot controls is required: 
Right Left Both 

 Yes  No  Yes  No  Yes  No 
 
On the job, use of the hands for repetitive action, such as the following, is required: 

 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment        Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces   Equipment rooms 
Exposure to elevated noise levels for 
extended periods 

  Telecommunication room (servers) 

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Computer Systems Analyst at GRRL. If employed, I certify that I can and will perform the primary duties 
and responsibilities of the position. Management reserves the right to change job responsibilities, duties 
and hours as needs prevail. This document is for management communication only and does not 
indicate a written or implied contract of employment. 
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Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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COMPUTER SYSTEMS ANALYST 
 
 

Department:  Information Technology/GRRL Pay Grade: 24 
Reports To:   Associate Director, Information Technology FLSA Status: Exempt 
    
Date Approved:   05/01/2001 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general supervision, the position of Computer Systems Analyst exists to assist in the provision of 
information technology services to staff and public users at Headquarters and branch libraries. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves the library in a leadership capacity to move the region’s services forward, anticipate 
future needs, as well as to respond to current trends. 

• Performs technology problem resolution with all GRRL staff and outside technology vendors in 
order to maintain efficient and effective computer and information services support for library 
operations. 

• Under general direction from the Associate Director of IT: 
o Maintains technical aspects such as system policy setting and configuration of the library's 

centralized technology system. Maintains the integrated library system using appropriate 
software and techniques.  Uses SQL (Structured Query Language) to query and update the 
library's online catalog database. 

o Assists with and maintains technical aspects of GRRL web pages, integrated databases and 
other information resources available to staff and the public via the library’s intranet and 
World Wide Web servers. Assists with and maintains dynamic database-supported web 
pages and applications for the public staff. 

• Other essential duties include but are not limited to the following: 
o Provides technical training to staff in use of the library’s computer equipment, software 

(including application and client software) and web properties in order to ensure a well-
trained and efficient staff and a well-informed public 

o Performs computer and information system file maintenance and backups in order to 
ensure integrity of data and computer and information services. 

o Runs and monitors onsite GRRL technology processes, including preventive maintenance 
and repairs, inventory and reports to assure smooth day-to-day technical support for 
library operations.  

o Assists in maintaining telecommunications, networking, and interfaces within the library 
and with other systems outside of the library to provide staff and public with access to 
needed resources. Contacts telecommunications vendors when needed. 

o Performs ongoing communications with computer and information services and 
telecommunication vendors to provide effective implementation and ongoing computer 
and information services processes. 
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o Maintains current awareness in computer and information services trends and 
environment to assist the library in meeting the challenges of technical changes in the 
library and informational environment. 

o Has access to and uses labor relations information to perform general duties and/or 
complete project work as assigned. 

• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 
• Assists in ongoing review of information technology services needs, upgrades plans. 
• Assists in analysis/recommendation of budget(s) related to information technology services. 
• Represents GRRL at professional meetings related to information technology services. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university with a Bachelor’s in Computer Science or equivalent 
and other certification as required by law. 
 
AND 
 
Four years computer systems experience. Library experience preferred. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Ability to maintain the confidentiality of labor relations information. 
• Ability to run and monitor onsite GRRL technology processes, including preventive maintenance 

and repairs, inventory and reports. 
• Ability to maintain and provide technical training to staff in use of the library's technology 

equipment and software, home pages, databases and other information resources. 
• Ability to assist in maintaining automated telecommunications, networking, and interfaces 

within the library and with other systems outside of the library. 
• Ability to travel as needed to library sites where technology assistance is needed  
• Ability to perform detailed computer work with consistent accuracy. 
• Ability to make diagnoses and suggest/perform resolutions for computer hardware and 

software problems.  
• Ability to assist staff and public in the use of computer hardware and software. 
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• Ability to self-direct work, with minimal supervision, within the parameters of the task sheet and 
library policies. 

• Ability to learn new tasks and adapt to changing tasks as technology changes. 
• Ability to learn computer functions of significant complexity for the purpose of maintaining 

computers and software and of training staff. 
• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 

have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. Work 
is performed in a standard office environment. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     
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This job requires:     
 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment   Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces   Equipment rooms 
Exposure to elevated noise levels for 
extended periods 

  Telecommunication room (servers) 

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Computer Systems Analyst at GRRL. If employed, I certify that I can and will perform the primary duties 
and responsibilities of the position. Management reserves the right to change job responsibilities, duties 
and hours as needs prevail. This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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WEB DEVELOPER 
 
 

Department:  Information Technology/GRRL Class Code: 1125 
Reports To:   Associate Director, Information Technology Pay Grade: 24 
  FLSA Status: Exempt 

 
Date Approved:   05/01/2001 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general supervision, the position of Web Developer exists to assist in the provision of information 
technology services to staff and public users at Headquarters and branch libraries.  
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves the library in a leadership capacity to move the region’s services forward, anticipate 
future needs, as well as to respond to current trends. 

• Performs technology problem resolution with all GRRL staff and outside technology vendors in 
order to maintain efficient and effective computer and information services support for library 
operations. 

• Under general direction from the Associate Director of IT: 
o Manages, analyzes and maintains technical aspects of GRRL web pages, integrated 

databases and other information resources available to staff and the public via the 
library's intranet and World Wide Web servers. Designs, develops and maintains dynamic 
database-supported web pages, based on generally accepted technology standards, and 
applications for the public staff. 

o Assists with and maintains technical aspects such as system policy setting and 
configuration of the library's centralized technology system; Assists with and maintains 
the integrated library system using appropriate software and techniques. Uses SQL 
(Structured Query Language) to query and update the library's online catalog database. 

• Other essential duties include but are not limited to the following: 
o Provides technical training to staff in use of the library’s computer equipment, software 

(including application and client software) and web properties in order to ensure a well-
trained and efficient staff and a well-informed public 

o Performs computer and information system file maintenance and backups in order to 
ensure integrity of data and computer and information services. 

o Runs and monitors onsite GRRL technology processes, including preventive maintenance 
and repairs, inventory and reports to assure smooth day-to-day technical support for 
library operations.  

o Assists in maintaining telecommunications, networking, and interfaces within the library 
and with other systems outside of the library to provide staff and public with access to 
needed resources. Contacts telecommunications vendors when needed. 
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o Performs ongoing communications with computer and information services and 
telecommunication vendors to provide effective implementation and ongoing computer 
and information services processes. 

o Maintains current awareness in computer and information services trends and 
environment to assist the library in meeting the challenges of technical changes in the 
library and informational environment. 

o Has access to and uses labor relations information to perform general duties and/or 
complete project work as assigned. 

• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 
• Assists in ongoing review of Information Technology services needs, upgrades plans. 
• Assists in analysis/recommendation of budget(s) related to Information Technology services. 
• Represents GRRL at professional meetings related to Information Technology services. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university with a Bachelor’s in Computer Science or equivalent 
and other certification as required by law. 
 
AND 
 
4 years computer systems experience. Library experience preferred. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Ability to maintain the confidentiality of labor relations information 
• Ability to run and monitor onsite GRRL technology processes, including preventive maintenance 

and repairs, inventory and reports. 
• Ability to maintain and provide technical training to staff in use of the library's technology 

equipment and software, home pages, databases and other information resources. 
• Ability to assist in maintaining automated telecommunications, networking, and interfaces 

within the library and with other systems outside of the library. 
• Ability to travel as needed to library sites where technology assistance is needed  
• Ability to perform detailed computer work with consistent accuracy. 
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• Ability to make diagnoses and suggest/perform resolutions for computer hardware and 
software problems.  

• Ability to assist staff and public in the use of computer hardware and software. 
• Ability to self-direct work, with minimal supervision, within the parameters of the task sheet and 

library policies. 
• Ability to learn new tasks and adapt to changing tasks as technology changes. 
• Ability to learn computer functions of significant complexity for the purpose of maintaining 

computers and software and of training staff. 
• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 

have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described on the attached Physical 
Demands Analysisbelow are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Work is performed in a standard office environment. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Squat     
Crawl     
Climb Heights/Ladder     
Reach above shoulder level     
Crouch     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     
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On the job you lift: 
 Not at all 

(0%) 
Occasionally 

(1-33%) 
Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job, use of the feet for repetitive movements as in operating foot controls is required: 

Right Left Both 
 Yes  No  Yes  No  Yes  No 

 
On the job, use of the hands for repetitive action, such as the following, is required: 

 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment        Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces   Equipment rooms 
Exposure to elevated noise levels for 
extended periods 

  Telecommunication room (servers) 

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Web Developer at GRRL. If employed, I certify that I can and will perform the primary duties and 
responsibilities of the position. Management reserves the right to change job responsibilities, duties and 
hours as needs prevail. This document is for management communication only and does not indicate a 
written or implied contract of employment. 
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Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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WEB DEVELOPER 
 
 

Department:  Information Technology/GRRL Pay Grade: 24 
Reports To:   Associate Director, Information Technology FLSA Status: Exempt 
    
Date Approved:   05/01/2001 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general supervision, the position of Web Developer exists to assist in the provision of information 
technology services to staff and public users at Headquarters and branch libraries.  
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves the library in a leadership capacity to move the region’s services forward, anticipate 
future needs, as well as to respond to current trends. 

• Performs technology problem resolution with all GRRL staff and outside technology vendors in 
order to maintain efficient and effective computer and information services support for library 
operations. 

• Under general direction from the Associate Director of IT: 
o Manages, analyzes and maintains technical aspects of GRRL web pages, integrated 

databases and other information resources available to staff and the public via the 
library's intranet and World Wide Web servers. Designs, develops and maintains dynamic 
database-supported web pages, based on generally accepted technology standards, and 
applications for the public staff. 

o Assists with and maintains technical aspects such as system policy setting and 
configuration of the library's centralized technology system; Assists with and maintains 
the integrated library system using appropriate software and techniques. Uses SQL 
(Structured Query Language) to query and update the library's online catalog database. 

• Other essential duties include but are not limited to the following: 
o Provides technical training to staff in use of the library’s computer equipment, software 

(including application and client software) and web properties in order to ensure a well-
trained and efficient staff and a well-informed public 

o Performs computer and information system file maintenance and backups in order to 
ensure integrity of data and computer and information services. 

o Runs and monitors onsite GRRL technology processes, including preventive maintenance 
and repairs, inventory and reports to assure smooth day-to-day technical support for 
library operations.  

o Assists in maintaining telecommunications, networking, and interfaces within the library 
and with other systems outside of the library to provide staff and public with access to 
needed resources. Contacts telecommunications vendors when needed. 
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o Performs ongoing communications with computer and information services and 
telecommunication vendors to provide effective implementation and ongoing computer 
and information services processes. 

o Maintains current awareness in computer and information services trends and 
environment to assist the library in meeting the challenges of technical changes in the 
library and informational environment. 

o Has access to and uses labor relations information to perform general duties and/or 
complete project work as assigned. 

• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 
• Assists in ongoing review of Information Technology services needs, upgrades plans. 
• Assists in analysis/recommendation of budget(s) related to Information Technology services. 
• Represents GRRL at professional meetings related to Information Technology services. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university with a Bachelor’s in Computer Science or equivalent 
and other certification as required by law. 
 
AND 
 
4 years computer systems experience. Library experience preferred. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Ability to maintain the confidentiality of labor relations information 
• Ability to run and monitor onsite GRRL technology processes, including preventive maintenance 

and repairs, inventory and reports. 
• Ability to maintain and provide technical training to staff in use of the library's technology 

equipment and software, home pages, databases and other information resources. 
• Ability to assist in maintaining automated telecommunications, networking, and interfaces 

within the library and with other systems outside of the library. 
• Ability to travel as needed to library sites where technology assistance is needed  
• Ability to perform detailed computer work with consistent accuracy. 
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• Ability to make diagnoses and suggest/perform resolutions for computer hardware and 
software problems.  

• Ability to assist staff and public in the use of computer hardware and software. 
• Ability to self-direct work, with minimal supervision, within the parameters of the task sheet and 

library policies. 
• Ability to learn new tasks and adapt to changing tasks as technology changes. 
• Ability to learn computer functions of significant complexity for the purpose of maintaining 

computers and software and of training staff. 
• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 

have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. Work 
is performed in a standard office environment. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
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25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment   Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces   Equipment rooms 
Exposure to elevated noise levels for 
extended periods 

  Telecommunication room (servers) 

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Web Developer at GRRL. If employed, I certify that I can and will perform the primary duties and 
responsibilities of the position. Management reserves the right to change job responsibilities, duties and 
hours as needs prevail. This document is for management communication only and does not indicate a 
written or implied contract of employment. 
 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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COMPUTER SUPPORT TECHNICIAN 
 
 

Department:  Information Technology/GRRL Class Code: 735 
Reports To:   Associate Director, Information Technology Pay Grade: 16 
  FLSA Status: Non-Exempt 
Date Approved:   05/01/2001 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general supervision, the position of Computer Support Technician exists to assist in the provision 
of computer and information services to staff and public users at GRRL and branch libraries. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Troubleshoots a wide range of computer problems for library staff.  Logs calls taken, including 
description of problems and resolutions. 

• Installs,  maintains and performs diagnoses and correction of problems for: 
o computer and information services equipment, and  
o computer operating and application software. 

• Performs preventative maintenance of: 
o computer and information services equipment, and 
o computer and application software. 

• Other essential duties include but are not limited to the following: 
o Runs and/or distributes daily, weekly, and monthly computer generated reports as 

directed.  Information is used in tracking overdue materials and providing statistics for 
daily, monthly and annual reports. 

o Performs inventory of computer and information services equipment and software. 
o Assists others in maintenance of GRRL microcomputer data files, providing help as 

needed. 
o Assists others in the preparation of computer-generated reports, providing help as 

needed. 
o Guides and instructs staff in the technical aspects of using computers and software as they 

carry out their job duties. 
o Has access to and uses labor relations information to perform general duties and/or 

complete project work as assigned. 
• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Two years college or specialized post-high school training in computer science or equivalent.   
 
AND 
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Two years computer experience.  Library experience preferred. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Ability to travel as needed to library sites where computer and information services assistance is 
needed. 

• Ability to perform detailed computer work with consistent accuracy. 
• Ability to maintain the confidentiality of labor relations information. 
• Ability to make minor diagnoses and suggest/perform resolutions for computer hardware and 

software problems. 
• Ability to assist staff and public in the use of computer hardware and software. 
• Ability to self-direct work, with minimal supervision, within the parameters of the task sheet and 

library policies. 
• Ability to learn new tasks and adapt to changing tasks as computer and information services 

technologies change. 
• Possession of a valid Minnesota driver’s license and the ability to maintain a good driving record 

by following traffic laws and regulations to ensure safe operation of library vehicles. 
• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 

have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described on the attached Physical 
Demands Analysisbelow are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Squat     
Crawl     
Climb Heights/Ladder     
Reach above shoulder level     
Crouch     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
Twist     
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On the job you carry: 
 Not at all 

(0%) 
Occasionally 

(1-33%) 
Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job, use of the feet for repetitive movements as in operating foot controls is required: 

Right Left Both 
 Yes  No  Yes  No  Yes  No 

 
On the job, use of the hands for repetitive action, such as the following, is required: 

 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment        Use of feet for repetitive ovement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces   Equipment rooms 
Exposure to elevated noise levels for 
extended periods 

  Telecommunication room (servers) 

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
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ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Computer Support Technician at GRRL. If employed, I certify that I can and will perform the primary 
duties and responsibilities of the position. Management reserves the right to change job responsibilities, 
duties and hours as needs prevail. This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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COMPUTER SUPPORT TECHNICIAN 
 
 

Department:  Information Technology/GRRL Pay Grade: 16 
Reports To:   Associate Director, Information Technology FLSA Status: Non-Exempt 
    
Date Approved:   05/01/2001 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general supervision, the position of Computer Support Technician exists to assist in the provision 
of computer and information services to staff and public users at GRRL and branch libraries. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Troubleshoots a wide range of computer problems for library staff.  Logs calls taken, including 
description of problems and resolutions. 

• Installs,  maintains and performs diagnoses and correction of problems for: 
o computer and information services equipment, and  
o computer operating and application software. 

• Performs preventative maintenance of: 
o computer and information services equipment, and 
o computer and application software. 

• Other essential duties include but are not limited to the following: 
o Runs and/or distributes daily, weekly, and monthly computer generated reports as 

directed.  Information is used in tracking overdue materials and providing statistics for 
daily, monthly and annual reports. 

o Performs inventory of computer and information services equipment and software. 
o Assists others in maintenance of GRRL microcomputer data files, providing help as 

needed. 
o Assists others in the preparation of computer-generated reports, providing help as 

needed. 
o Guides and instructs staff in the technical aspects of using computers and software as they 

carry out their job duties. 
o Has access to and uses labor relations information to perform general duties and/or 

complete project work as assigned. 
• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 

 
MINIMUM QUALIFICATIONS 
 

Education and Experience: 
Two years college or specialized post-high school training in computer science or equivalent.   
 

AND 
 

Two years computer experience.  Library experience preferred. 
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Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Ability to travel as needed to library sites where computer and information services assistance is 
needed. 

• Ability to perform detailed computer work with consistent accuracy. 
• Ability to maintain the confidentiality of labor relations information. 
• Ability to make minor diagnoses and suggest/perform resolutions for computer hardware and 

software problems. 
• Ability to assist staff and public in the use of computer hardware and software. 
• Ability to self-direct work, with minimal supervision, within the parameters of the task sheet and 

library policies. 
• Ability to learn new tasks and adapt to changing tasks as computer and information services 

technologies change. 
• Possession of a valid Minnesota driver’s license and the ability to maintain a good driving record 

by following traffic laws and regulations to ensure safe operation of library vehicles. 
• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 

have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
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25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment   Use of feet for repetitive ovement to operate a 
motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces   Equipment rooms 
Exposure to elevated noise levels for 
extended periods 

  Telecommunication room (servers) 

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Computer Support Technician at GRRL. If employed, I certify that I can and will perform the primary 
duties and responsibilities of the position. Management reserves the right to change job responsibilities, 
duties and hours as needs prevail. This document is for management communication only and does not 
indicate a written or implied contract of employment. 
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Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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ASSOCIATE DIRECTOR, PATRON SERVICES 
 
 

Department:  Patron Services/GRRL Class Code: 1705 
Reports To:   Executive Director Pay Grade: 29 
  FLSA Status: Exempt 

 
Date Approved:   07/14/2009 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general direction, the position of Associate Director, Patron Services exists to maximize resources 
and coordinate Patron Services throughout the region by overseeing circulation, programming, and 
information services for the Great River Regional Library system, to oversee the work of patron service 
staff and to serve as liaison with GRRL administration and other GRRL departments.  
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves GRRL in a leadership capacity to move the region’s libraries services forward, anticipating 
future needs and responding to current trends.  
o Special projects as assigned by the executive Executive dDirector. 
o Handles emergency situations that may develop anywhere in the region. 
o Assumes Aacting eExecutive dDirector role, as designated. 

• Supervises all functions of patron services, including circulation, programming and information 
services, to GRRL branchesthroughout the region to ensure efficient and effective use of 
resources.  
o Develops written procedures to assist staff in carrying out their tasks in compliance with 

GRRL policies.  Makes recommendations to administration regarding policies and 
procedures to facilitate service to users. 

o Makes recommendations to administration for strategic planning pertaining to patron 
services to assist in planning for future services. 

o Chairs the Public Services and oversees the Programming Team. 
o Interviews candidates for all positions supervised and makes hiring recommendations to 

the eExecutive dDirector. 
o Oversees, manages and approves all aspects of programming services for all GRRL 

libraries. Is generally responsible for the approval and oversight functions of all 
programming activities in the region. 

o Oversees and manages all aspects of circulation services including overall maintenance of 
Horizon and development of procedures. 

o Oversees and manages all aspects of information services.  Manages responsibility to work 
with organizations throughout the region to establish and maintain innovative technology 
partnerships. 
• Manages responsibility to work with organizations throughout the region to 

establish and maintain innovative technology partnerships. 
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• In conjunction with library services coordinators, patron services supervisors and 
other associate directors’ schedules, plans for and provides services in all electronic 
formats to all GRRL libraries.   

o Oversees community relations with Friends organizations, volunteers and community 
groups to develop and implement strategies for service in GRRL communities.  

o Works with other staff and non-staff, to create ongoing training opportunities in the 
provision of patron services to iensure a well trained staff throughout the region. 

o Is responsible for web page content that will effectively communicate patron service 
policies, procedures, and programming both internally and externally.  

o Chairs teams as assigned.  
o Collects, compiles and presents statistical data as needed for regional decision-making. 

Provides statistics to administration for annual reports, board packets and to use in 
decision making. 

o Coordinates, prepares and submitsOversees preparation and submission of the Minnesota 
Public Library Annual Report to comply with State requirements and other statistical 
reports as requested by outside agencies. 

o Oversees collection agency services.  
• Coordinates the procedures and policies related to GRRL’s contract with a collection 

agency for payment of fees and fines and return of lost materials to ensure 
consistency and compliance of all transactions.  

• Serves as the primary final customer contact related to any collection agency 
disputes. 

o In coordination with the library services coordinator or patron services supervisor, works 
with city officials to ensure that the physical facilities of the library meet the needs of 
library staff and their communities. Assists in preparing building programs and remodeling 
projects to anticipate local needs. 

o Trains, supervises and evaluates patron services supervisors and patron services specialist 
to maintain a well-trained, well informed and effective staff to ensure efficient and 
effective operation of branch libraries. 

o Oversees and ensures efficient use of department budgets. 
• Serves in a leadership capacity on the Leadership Support Teams to facilitate inter-departmental 

communication and to discuss issues related to all aspects of the operation of GRRL. 
Coordinates the functions and activities of patron services with other GRRL associate directors, 
supervisors, coordinators and staff to help the library system run smoothly.  Attends all GRRL 
Board meetings representing patron services and shares information with staff supervised. 

• Participates in professional meetings, workshops and related continuing education activities to 
represent GRRL and to keep current with changing trends in areas related to this position. 

• Conducts library tours and instructs library customers in the use of library resources and 
equipment. 

 
MINIMUM QUALIFICATIONS 

Education and Experience: 

Graduation from a recognized college or university with a Master’s degree in Library Science or 
Information Media or equivalent, unless otherwise required by law, or equivalent in training and library 
staff development.  

AND 
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At least four years of public library experience including two-years supervisory experience or equivalent 
in the area of service. Public library experience preferred. 

Required Skills and Abilities: 

The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Ability to translate comprehensive knowledge of the provision of patron services to GRRL 
libraries following GRRL’s philosophy, policies and procedures. 

• Knowledge of library principles, practice, and techniques as related to patron services. 
• Ability and knowledge of library automation, especially as it pertains to community information 

and community networks; to operate a variety of library and office equipment including 
computer and printer, photocopier, fax machines, and microform reader printer. 

• Ability and knowledge of the literature and practices in the field of library patron services; 
possess oral and written communication skills.  

• Ability to analyze and respond to community needs. 
• Ability to express oneself clearly and effectively, ability to plan and direct the work of others; 

ability to serve the public. 
• Ability to balance the multiple tasks associated with the provision of patron services, branch 

supervision, and teams and has the skill to react quickly and effectively to difficult ongoing or 
emergency situations. 

• Ability to understand standard personnel practices and to select, train and evaluate staff in a 
variety of positions to assist in their development as successful GRRL employees. 

• Ability to effectively participate in strategic planning to assist GRRL in fulfilling its stated mission. 
• Ability to utilize computer skills to access and proficiently use GRRL’s online catalog, online 

databases, and the Internet, and to use comprehensive software programs to produce reports, 
written procedures and forms and e-mail. 

• Possession of a valid Minnesota's driver's license and the ability to ensure safe operation of 
library vehicles. 

• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 
have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described on the attached Physical 
Demands Analysisbelow are representative of those that must be met by an employee to successfully 
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perform the essential functions of this job. Work is performed in a standard office environment. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/StoopSquat     
Squat     
Crawl     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Kneel     
Balance     
Push/Pull/Twist     
Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job, use of the feet for repetitive movements as in operating foot controls is required: 
 

Right Left Both 
 Yes  No  Yes  No  Yes  No 

 
On the job, use of the hands for repetitive action, such as the following, is required: 
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 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
This job requires:     

 Yes No Comments 
Working on unprotected heights 

  
      

Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment        Use of feet for repetitive movement 
to operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces         
Exposure to elevated noise levels for 
extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action   Extensive computer keyboard use 
 

ACCEPTANCE STATEMENT 

I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Associate Director, Patron Services at GRRL. If employed, I certify that I can and will perform the primary 
duties and responsibilities of the position. Management reserves the right to change job responsibilities, 
duties and hours as needs prevail. This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 
Acknowledgement of Review 

I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 

 

__________________________________                  ___________________  

Employee Signature     Date 

 

__________________________________  ___________________ 

GRRL Supervisor Signature    Date    
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ASSOCIATE DIRECTOR, PATRON SERVICES 
 
 

Department:  Patron Services/GRRL Pay Grade: 29 
Reports To:   Executive Director FLSA Status: Exempt 
    
Date Approved:   07/14/2009 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general direction, the position of Associate Director, Patron Services exists to maximize resources 
and coordinate Patron Services throughout the region by overseeing circulation, programming, and 
information services for the Great River Regional Library system, to oversee the work of patron service 
staff and to serve as liaison with GRRL administration and other GRRL departments.  
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves GRRL in a leadership capacity to move the region’s libraries services forward, anticipating 
future needs and responding to current trends.  
o Special projects as assigned by the Executive Director. 
o Handles emergency situations that may develop anywhere in the region. 
o Assumes Acting Executive Director role, as designated. 

• Supervises all functions of patron services, including circulation, programming and information 
services, throughout the region to ensure efficient and effective use of resources.  
o Develops written procedures to assist staff in carrying out their tasks in compliance with 

GRRL policies.  Makes recommendations to administration regarding policies and 
procedures to facilitate service to users. 

o Makes recommendations to administration for strategic planning pertaining to patron 
services to assist in planning for future services. 

o Interviews candidates for all positions supervised and makes hiring recommendations to 
the Executive Director. 

o Oversees, manages and approves all aspects of programming services for all GRRL 
libraries. Is generally responsible for the approval and oversight functions of all 
programming activities in the region. 

o Oversees and manages all aspects of circulation services including overall maintenance of 
Horizon and development of procedures. 

o Oversees and manages all aspects of information services.  Manages responsibility to work 
with organizations throughout the region to establish and maintain innovative technology 
partnerships. 

o Oversees community relations with Friends organizations, volunteers and community 
groups to develop and implement strategies for service in GRRL communities.  

o Works with other staff and non-staff, to create ongoing training opportunities in the 
provision of patron services to ensure a well trained staff throughout the region. 
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o Is responsible for web page content that will effectively communicate patron service 
policies, procedures, and programming both internally and externally.  

o Chairs teams as assigned.  
o Collects, compiles and presents statistical data as needed for regional decision-making. 

Provides statistics to administration for annual reports, board packets and to use in 
decision making. 

o Oversees preparation and submission of the Minnesota Public Library Annual Report to 
comply with State requirements and other statistical reports as requested by outside 
agencies. 

o Oversees collection agency services.  
• Coordinates the procedures and policies related to GRRL’s contract with a collection 

agency for payment of fees and fines and return of lost materials to ensure 
consistency and compliance of all transactions.  

• Serves as the final customer contact related to any collection agency disputes. 
o In coordination with the library services coordinator or patron services supervisor, works 

with city officials to ensure that the physical facilities of the library meet the needs of 
library staff and their communities. Assists in preparing building programs and remodeling 
projects to anticipate local needs. 

o Trains, supervises and evaluates patron services supervisors and patron services specialist 
to maintain a well-trained, well informed and effective staff to ensure efficient and 
effective operation of branch libraries. 

o Oversees and ensures efficient use of department budgets. 
• Serves in a leadership capacity on the Leadership Support Teams to facilitate inter-departmental 

communication and to discuss issues related to all aspects of the operation of GRRL. 
Coordinates the functions and activities of patron services with other GRRL associate directors, 
supervisors, coordinators and staff to help the library system run smoothly.  Attends all GRRL 
Board meetings representing patron services and shares information with staff supervised. 

• Participates in professional meetings, workshops and related continuing education activities to 
represent GRRL and to keep current with changing trends in areas related to this position. 

• Conducts library tours and instructs library customers in the use of library resources and 
equipment. 

 
MINIMUM QUALIFICATIONS 

Education and Experience: 

Graduation from a recognized college or university with a Master’s degree in Library Science or 
Information Media or equivalent in training and library staff development.  

AND 

At least four years of public library experience including two-years supervisory experience or equivalent 
in the area of service. Public library experience preferred. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
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o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Ability to translate comprehensive knowledge of the provision of patron services to GRRL 
libraries following GRRL’s philosophy, policies and procedures. 

• Knowledge of library principles, practice, and techniques as related to patron services. 
• Ability and knowledge of library automation, especially as it pertains to community information 

and community networks; to operate a variety of library and office equipment including 
computer and printer, photocopier, fax machines, and microform reader printer. 

• Ability and knowledge of the literature and practices in the field of library patron services; 
possess oral and written communication skills.  

• Ability to analyze and respond to community needs. 
• Ability to express oneself clearly and effectively, ability to plan and direct the work of others; 

ability to serve the public. 
• Ability to balance the multiple tasks associated with the provision of patron services, branch 

supervision, and teams and has the skill to react quickly and effectively to difficult ongoing or 
emergency situations. 

• Ability to understand standard personnel practices and to select, train and evaluate staff in a 
variety of positions to assist in their development as successful GRRL employees. 

• Ability to effectively participate in strategic planning to assist GRRL in fulfilling its stated mission. 
• Ability to utilize computer skills to access and proficiently use GRRL’s online catalog, online 

databases, and the Internet, and to use comprehensive software programs to produce reports, 
written procedures and forms and e-mail. 

• Possession of a valid Minnesota's driver's license and the ability to ensure safe operation of 
library vehicles. 

• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 
have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. Work 
is performed in a standard office environment. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 
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On the job you: 
 Not at all 

(0%) 
Occasionally 

(1-33%) 
Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/StoopSquat     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment   Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces         
Exposure to elevated noise levels for 
extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action   Extensive computer keyboard use 
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ACCEPTANCE STATEMENT 

I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Associate Director, Patron Services at GRRL. If employed, I certify that I can and will perform the primary 
duties and responsibilities of the position. Management reserves the right to change job responsibilities, 
duties and hours as needs prevail. This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 
Acknowledgement of Review 

I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 

 

__________________________________                  ___________________  

Employee Signature     Date 

 

__________________________________  ___________________ 

GRRL Supervisor Signature    Date    
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PATRON SERVICES SUPERVISOR 
 
 

Department:  Patron Services/GRRL Class Code: 1530 
Reports To:   Associate Director, Patron Services Pay Grade: 25 
  FLSA Status: Exempt 

 
Date Approved:   02/12/2002 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general direction, the position of Patron Services Supervisor exists to provide supervision and 
managerial support to GRRL branch libraries. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves the library in a leadership capacity to move the region’s services forward, anticipate 
future needs as well as to respond to current trends. 
o Handles emergency situations that may develop anywhere in the region. 

• Supervises identified branch managers and SCPL department supervisorscoordinators to ensure 
efficient and effective operation of branch libraries. This includes regular visits to all branches 
libraries supervised. 
o Trains, supervises and evaluates branch managers identified coordinators to maintain a 

well-trained, well-informed and effective staff, .  
 Assists identified coordinators in assessing staff performance, identifying 

training and development opportunities, and addressing workplace issues 
and/or concerns with guidance from the Associate Director, HR.  

 Provides guidance and direction in all areas of library services including but not 
limited to:  public services, programming, circulation and collection 
development.  

 Helps to develop library staff schedules to provide the best coverage for the 
branch or departmentlibrary. 

o Assists in developing written procedures to assist branch staff in carrying out their tasks in 
compliance with GRRL policies.  Makes recommendations to Patron Services 
CoordinatorAssociate Director, Patron Services on new policies and procedures that would 
facilitate service to users. 

o Participates in interviewing candidates for all positions supervised, assists branch 
managerscoordinators in hiring branch assistants and library aides and makes hiring 
recommendations to the Executive Director or Patron Services CoordinatorAssociate 
Director, Patron Services as appropriate. 

o Attends all branch local library board meetings.  
o Staffs customer service desks as necessary at branches to help patrons, explain library 

policies, registers patrons for library cards, and provide information and circulation 
services. 
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o Provides appropriate statistics to administration for annual reports and to assess staffing 
needs. 

• In coordination with the branch manager or department supervisorcoordinator, works with city 
officials to ensure that the physical facilities of the library meet the needs of library staff and 
their communities. Assists in preparing building programs and remodeling projects to anticipate 
local needs. 

• Participates in professional meetings, workshops and related continuing education activities to 
represent GRRL and to keep current on changing trends in areas related to job tasks. 

• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 
• Conducts library tours and instructs library customers in the use of library resources and 

equipment. 
• Ensures that community groups and individuals have timely access to library facilities. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university with a Master’s degree in Library Science or 
Information Media or equivalent education/experience, unless otherwise required by law. 
 
AND 
 
Two years library experience including one year of supervisory experience. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Ability to translate comprehensive knowledge of the provision of library services into the 
ongoing provision of services to a specific library following GRRL’s philosophy, policies and 
procedures. 

• Ability to balance the multiple tasks associated with the provision of library services, branch 
supervision, and teams with the skill to react quickly and effectively to difficult ongoing or 
emergency situations. 

• Ability to ensure that the library materials collections are well managed through a 
comprehensive knowledge of collection development practices. 

• Ability to understand standard personnel practices and to select, train and evaluate staff in a 
variety of positions to assist in their development as successful GRRL employees. 
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• Ability to satisfactorily and accurately answer customer requests for information. 
• Ability to effectively participate in strategic planning to assist GRRL in fulfilling its stated mission. 
• Ability to utilize computer skills to access and proficiently use GRRL’s online catalog, online 

databases, and the Internet and to use comprehensive software programs to produce reports, 
written procedures and forms and e-mail. 

• Possession of a valid Minnesota driver's license and the ability to ensure safe operation of 
library vehicles. 

• Ability to operate a variety of library and office equipment including computer and printer, 
photocopier, fax machines, and microform reader printer.  

• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 
have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described on the attached Physical 
Demands Analysisbelow are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Work is performed in a standard office environment. 
However, this position requires extensive driving. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Squat     
Crawl     
Climb Heights/Ladder     
Reach above shoulder level     
Crouch     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     
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On the job you lift: 
 Not at all 

(0%) 
Occasionally 

(1-33%) 
Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job, use of the feet for repetitive movements as in operating foot controls is required: 

Right Left Both 
 Yes  No  Yes  No  Yes  No 

 
On the job, use of the hands for repetitive action, such as the following, is required: 
 

 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment        Use of feet for repetitive 
movement to operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces         
Reading computer screens         
Using a computer keyboard         
Using the telephone         
Exposure to elevated noise levels 
for extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Patron Services Supervisor at GRRL. If employed, I certify that I can and will perform the primary duties 
and responsibilities of the position. Management reserves the right to change job responsibilities, duties 
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and hours as needs prevail. This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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PATRON SERVICES SUPERVISOR 
 
 

Department:  Patron Services/GRRL Pay Grade: 25 
Reports To:   Associate Director, Patron Services FLSA Status: Exempt 
    
Date Approved:   02/12/2002 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general direction, the position of Patron Services Supervisor exists to provide supervision and 
managerial support to GRRL branch libraries. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves the library in a leadership capacity to move the region’s services forward, anticipate 
future needs as well as to respond to current trends. 
o Handles emergency situations that may develop anywhere in the region. 

• Supervises identified coordinators to ensure efficient and effective operation of libraries. This 
includes regular visits to all libraries supervised. 
o Trains, supervises and evaluates identified coordinators to maintain a well-trained, well-

informed and effective staff.  
 Assists identified coordinators in assessing staff performance, identifying 

training and development opportunities, and addressing workplace issues 
and/or concerns with guidance from the Associate Director, HR.  

 Provides guidance and direction in all areas of library services including but not 
limited to:  public services, programming, circulation and collection 
development.  

 Helps to develop library staff schedules to provide the best coverage for the 
library. 

o Assists in developing written procedures to assist staff in carrying out their tasks in 
compliance with GRRL policies.  Makes recommendations to Associate Director, Patron 
Services on new policies and procedures that would facilitate service to users. 

o Participates in interviewing candidates for all positions supervised, assists coordinators in 
hiring assistants and aides and makes hiring recommendations to the Executive Director 
or Associate Director, Patron Services as appropriate. 

o Attends all local library board meetings.  
o Staffs service desks as necessary to help patrons, explain library policies, registers patrons 

for library cards, and provide information and circulation services. 
o Provides appropriate statistics to administration for annual reports and to assess staffing 

needs. 
• In coordination with the coordinator, works with city officials to ensure that the physical 

facilities of the library meet the needs of library staff and their communities. Assists in preparing 
building programs and remodeling projects to anticipate local needs. 
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• Participates in professional meetings, workshops and related continuing education activities to 
represent GRRL and to keep current on changing trends in areas related to job tasks. 

• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 
• Conducts library tours and instructs library customers in the use of library resources and 

equipment. 
• Ensures that community groups and individuals have timely access to library facilities. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university with a Master’s degree in Library Science or 
Information Media or equivalent education/experience. 
 
AND 
 
Two years library experience including one year of supervisory experience. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Ability to translate comprehensive knowledge of the provision of library services into the 
ongoing provision of services to a specific library following GRRL’s philosophy, policies and 
procedures. 

• Ability to balance the multiple tasks associated with the provision of library services, branch 
supervision, and teams with the skill to react quickly and effectively to difficult ongoing or 
emergency situations. 

• Ability to ensure that the library materials collections are well managed through a 
comprehensive knowledge of collection development practices. 

• Ability to understand standard personnel practices and to select, train and evaluate staff in a 
variety of positions to assist in their development as successful GRRL employees. 

• Ability to satisfactorily and accurately answer customer requests for information. 
• Ability to effectively participate in strategic planning to assist GRRL in fulfilling its stated mission. 
• Ability to utilize computer skills to access and proficiently use GRRL’s online catalog, online 

databases, and the Internet and to use comprehensive software programs to produce reports, 
written procedures and forms and e-mail. 
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• Possession of a valid Minnesota driver's license and the ability to ensure safe operation of 
library vehicles. 

• Ability to operate a variety of library and office equipment including computer and printer, 
photocopier, fax machines, and microform reader printer.  

• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 
have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. Work 
is performed in a standard office environment. However, this position requires extensive driving. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

On the job you lift: 
 Not at all 

(0%) 
Occasionally 

(1-33%) 
Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     
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This job requires:     
 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment   Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces         
Exposure to elevated noise levels 
for extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Patron Services Supervisor at GRRL. If employed, I certify that I can and will perform the primary duties 
and responsibilities of the position. Management reserves the right to change job responsibilities, duties 
and hours as needs prevail. This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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PATRON SERVICES LIBRARIAN 
 
 

Department:  Patron Services/SCPL Class Code: 1215 
Reports To:   Patron Services Coordinator Pay Grade: 22 
  FLSA Status: Exempt 

 
Date Approved:   05/10/2011 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general supervision, the position of Patron Services Librarian exists to provide reference, 
information services and collection development region-wide and participate in conducting, planning 
and implementing of a variety of programs region-wide. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves the library in a leadership capacity to move the region’s services forward, anticipate 
future needs, and respond to current trends. 

• Participates in region-wide patron services as assigned from the following list: 
o Provides virtual and in-person reference services and reader’s and integrated advisory, 

and technology-related assistance region wide. 
o Trains, assigns and directs work, and evaluates staff, interns and volunteers as assigned to 

maintain a well trained, well informed and effective staff and volunteer workforce. 
o Assists in providing staff and web page content that will effectively promote the patron 

services internally and externally. 
o Assists the GRRL Patron Services Coordinator Specialist and Associate Director of Patron 

Services in implementing region-wide programs at GRRL. 
• Conducts and facilitates a wide variety of library programs and patron training 

sessions for various ages.  Programs to be presented region wide. 
• Under general supervision of the Associate Director of Patron Services, develops 

partnerships within GRRL communities. Assists with the coordination of 
collaborative programming and outreach opportunities with organizations 
throughout the region. 

o Assists the Patron Services Coordinator to ensure efficient and effective operation of the 
St. Cloud Public Library and high levels of patron service. 
• Assists in training staff in GRRL policies to ensure clear understanding of these 

policies and appropriate use of them. Assists in training and supervising staff 
assigned to ensure tasks are completed accurately and in a timely fashion. Assists 
the Patron Services Specialist Coordinator in developing department procedures, 
schedules, and calendars to assist staff in carrying out their tasks in compliance with 
GRRL policies.   

• Participates in the interview process for other Patron Services staff as needed. 
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• Works at public service desks throughout the region to assist walk-in, phone and virtual patrons 
in finding materials, answering questions, using library resources and equipment and explaining 
library policies.  Maintains the public areas by roving as assigned and by enforcing library 
policies.  
o Maintains the periodical collection with changes, additions and deletions to keep the 

collection current.   
o Takes requests for materials and information not available in the GRRL collection using 

appropriate forms or inter-library loan reference service to meet patron needs.  
o Fills subject and title requests to fulfill the function of reference service within established 

turn-around times.  
o Compiles reading guidance information and displays to assist patrons in locating items of 

interest. Prepares booklists, activity sheets, programming kits, bulletin boards, displays, 
bestseller lists & book club kits to highlight library resources and provide library related 
activities.  Contributes patron-centered content to the GRRL webpage.  

o Schedules and conducts library tours and instructs library patrons in the use of library 
resources and equipment. Conducts classes for library users and community groups 
related to the library catalog, Internet and databases to facilitate their use of information 
sources. 

• Trains staff in areas related to patron services and collection to assist GRRL in providing 
meaningful continuing education opportunities for staff members.   

• Participates in region-wide collection management as assigned from the following list: 
o Forwards title recommendations based on patron request and identified collection gaps to 

the Associate Director of Collection Development. Makes recommendations regarding 
purchase vs. Inter-library loan in order to obtain materials for patrons. 

o Weeds the collection to keep it up-to-date, responsive to patron demand and in good 
condition. Updates edition, suggests multiple copies, and evaluates materials for mending, 
replacement or discard for assigned area to provide a collection responsive to patron 
demand and in usable condition.  

o Under general supervision of the Associate Director of Collection Development, sustains, 
refreshes and enhances the professional collection for regional use. 

• In conjunction with others, provides building supervision and serves as a regularly scheduled 
supervisor in charge at the St. Cloud Public Library. Communicates with appropriate vendors or 
service providers to resolve building mechanical or security issues when needed.  Communicates 
with local law enforcement to resolve rules of behavior issues related to library patrons when 
necessary. Responds to patron concerns, complaints and problems as they occur.   

• Participates in professional meetings, workshops and related continuing education activities to 
represent GRRL and to keep current on changing trends in areas related to job tasks. Attends 
GRRL staff meetings to take part in continuing education and training opportunities. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university with a Master’s in Library Science or Information 
Media or equivalent, unless otherwise required by law. 
 
AND 
 
One year of library experience. 
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Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Ability to translate comprehensive knowledge of patron services and resources into the 
provision of high quality patron service by answering questions accurately and providing 
materials to the satisfaction of each patron. 

• Ability to balance the multiple tasks associated with the day-to-day operation of the library and 
the skill to react quickly and effectively to difficult or emergency situations. 

• Ability to utilize computer skills to access and proficiently use the online catalog to do complex 
searches for materials and be able to use the circulation module of the library’s integrated 
automated  system, and to use advanced software programs to produce reports, written 
procedures , forms and e-mail.    

• Ability to ensure that collection development responsibilities are carried out with expertise 
through a comprehensive knowledge of collection development practices. 

• Ability to understand standard personnel practices and to assist in training staff in a variety of 
positions to assist in their development as successful GRRL employees.   

• Ability to satisfactorily and accurately answer patron requests for information.   
• Ability to plan and conduct creative and effective programs for all ages.   
• Ability to utilize computer skills to access and proficiently use GRRL’s on-line catalog, on-line 

databases, and the Internet.  Able to use advanced software programs to produce reports, 
written procedures and forms and e-mail.   

• Ability to operate a variety of library and office equipment including computer and printer, 
photocopier, fax machines microform reader printer, and various media equipment.  

• Possession of a valid Minnesota’s driver’s license and the ability to maintain a good driving 
record by following traffic laws and regulations to ensure safe operations of library vehicles. 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 
have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described on the attached Physical 
Demands Analysis below are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Work is performed in a standard office and/or customer 
service environment. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
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In an average hour work day, this job requires:  (Check full capacity for each activity). 
 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Squat     
Crawl     
Climb Heights/Ladder     
Reach above shoulder level     
Crouch     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job, use of the feet for repetitive movements as in operating foot controls is required: 

Right Left Both 
 Yes  No  Yes  No  Yes  No 

 
On the job, use of the hands for repetitive action, such as the following, is required: 

 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
 



Great River Regional Library | Patron Services Librarian 5 
 

This job requires:     
 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment        Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces    
Reading computer screens and using a 
computer keyboard 

        

Using the telephone   Answering reference questions 
Exposure to elevated noise levels for 
extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Patron Services Librarian at GRRL. If employed, I certify that I can and will perform the primary duties 
and responsibilities of the position. Management reserves the right to change job responsibilities, duties 
and hours as needs prevail. This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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PATRON SERVICES LIBRARIAN 
 
 

Department:  Patron Services/SCPL Pay Grade: 22 
Reports To:   Patron Services Coordinator FLSA Status: Exempt 
    
Date Approved:   05/10/2011 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general supervision, the position of Patron Services Librarian exists to provide reference, 
information services and collection development region-wide and participate in conducting, planning 
and implementing of a variety of programs region-wide. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves the library in a leadership capacity to move the region’s services forward, anticipate 
future needs, and respond to current trends. 

• Participates in region-wide patron services as assigned from the following list: 
o Provides virtual and in-person reference services and reader’s and integrated advisory, 

and technology-related assistance region wide. 
o Trains, assigns and directs work, and evaluates staff, interns and volunteers as assigned to 

maintain a well trained, well informed and effective staff and volunteer workforce. 
o Assists in providing staff and web page content that will effectively promote the patron 

services internally and externally. 
o Assists the GRRL Patron Services Specialist and Associate Director of Patron Services in 

implementing region-wide programs at GRRL. 
• Conducts and facilitates a wide variety of library programs and patron training 

sessions for various ages.  Programs to be presented region wide. 
• Under general supervision of the Associate Director of Patron Services, develops 

partnerships within GRRL communities. Assists with the coordination of 
collaborative programming and outreach opportunities with organizations 
throughout the region. 

o Assists the Patron Services Coordinator to ensure efficient and effective operation of the 
St. Cloud Public Library and high levels of patron service. 
• Assists in training staff in GRRL policies to ensure clear understanding of these 

policies and appropriate use of them. Assists in training and supervising staff 
assigned to ensure tasks are completed accurately and in a timely fashion. Assists 
the Patron Services Coordinator in developing department procedures, schedules, 
and calendars to assist staff in carrying out their tasks in compliance with GRRL 
policies.   

• Participates in the interview process for other Patron Services staff as needed. 
• Works at public service desks throughout the region to assist walk-in, phone and virtual patrons 

in finding materials, answering questions, using library resources and equipment and explaining 
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library policies.  Maintains the public areas by roving as assigned and by enforcing library 
policies.  
o Maintains the periodical collection with changes, additions and deletions to keep the 

collection current.   
o Takes requests for materials and information not available in the GRRL collection using 

appropriate forms or inter-library loan reference service to meet patron needs.  
o Fills subject and title requests to fulfill the function of reference service within established 

turn-around times.  
o Compiles reading guidance information and displays to assist patrons in locating items of 

interest. Prepares booklists, activity sheets, programming kits, bulletin boards, displays, 
bestseller lists & book club kits to highlight library resources and provide library related 
activities.  Contributes patron-centered content to the GRRL webpage.  

o Schedules and conducts library tours and instructs library patrons in the use of library 
resources and equipment. Conducts classes for library users and community groups 
related to the library catalog, Internet and databases to facilitate their use of information 
sources. 

• Trains staff in areas related to patron services and collection to assist GRRL in providing 
meaningful continuing education opportunities for staff members.   

• Participates in region-wide collection management as assigned from the following list: 
o Forwards title recommendations based on patron request and identified collection gaps to 

the Associate Director of Collection Development. Makes recommendations regarding 
purchase vs. Inter-library loan in order to obtain materials for patrons. 

o Weeds the collection to keep it up-to-date, responsive to patron demand and in good 
condition. Updates edition, suggests multiple copies, and evaluates materials for mending, 
replacement or discard for assigned area to provide a collection responsive to patron 
demand and in usable condition.  

o Under general supervision of the Associate Director of Collection Development, sustains, 
refreshes and enhances the professional collection for regional use. 

• In conjunction with others, provides building supervision and serves as a regularly scheduled 
supervisor in charge at the St. Cloud Public Library. Communicates with appropriate vendors or 
service providers to resolve building mechanical or security issues when needed.  Communicates 
with local law enforcement to resolve rules of behavior issues related to library patrons when 
necessary. Responds to patron concerns, complaints and problems as they occur.   

• Participates in professional meetings, workshops and related continuing education activities to 
represent GRRL and to keep current on changing trends in areas related to job tasks. Attends 
GRRL staff meetings to take part in continuing education and training opportunities. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university with a Master’s in Library Science or Information 
Media or equivalent, unless otherwise required by law. 
 
AND 
 
One year of library experience. 
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Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Ability to translate comprehensive knowledge of patron services and resources into the 
provision of high quality patron service by answering questions accurately and providing 
materials to the satisfaction of each patron. 

• Ability to balance the multiple tasks associated with the day-to-day operation of the library and 
the skill to react quickly and effectively to difficult or emergency situations. 

• Ability to utilize computer skills to access and proficiently use the online catalog to do complex 
searches for materials and be able to use the circulation module of the library’s integrated 
automated  system, and to use advanced software programs to produce reports, written 
procedures , forms and e-mail.    

• Ability to ensure that collection development responsibilities are carried out with expertise 
through a comprehensive knowledge of collection development practices. 

• Ability to understand standard personnel practices and to assist in training staff in a variety of 
positions to assist in their development as successful GRRL employees.   

• Ability to satisfactorily and accurately answer patron requests for information.   
• Ability to plan and conduct creative and effective programs for all ages.   
• Ability to utilize computer skills to access and proficiently use GRRL’s on-line catalog, on-line 

databases, and the Internet.  Able to use advanced software programs to produce reports, 
written procedures and forms and e-mail.   

• Ability to operate a variety of library and office equipment including computer and printer, 
photocopier, fax machines microform reader printer, and various media equipment.  

• Possession of a valid Minnesota’s driver’s license and the ability to maintain a good driving 
record by following traffic laws and regulations to ensure safe operations of library vehicles. 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 
have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. Work 
is performed in a standard office and/or customer service environment. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
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In an average hour work day, this job requires:  (Check full capacity for each activity). 
 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment   Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces    
Exposure to elevated noise levels for 
extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, etc.) 

        



Great River Regional Library | Patron Services Librarian 5 
 

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Patron Services Librarian at GRRL. If employed, I certify that I can and will perform the primary duties 
and responsibilities of the position. Management reserves the right to change job responsibilities, duties 
and hours as needs prevail. This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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PATRON SERVICES SPECIALIST 
 
 

Department:  
 

Patron Services Class Code: 1125 
Reports To:   
 

Associate Director, Patron Services Pay Grade: 20 
  FLSA Status: Non-Exempt 

 
Date Approved:   07/14/2009 
Date of Last Revision:  11/19/2013, 01/21/2014, 09/16/2014      
 
 
Under general direction, the position of Patron Services Specialist exists to assist with providing efficient 
patron services through circulation, programming and information services for the Great River Regional 
Library System. Plans, implements and conducts a variety of programs and services for all ages. 
 

PRIMARY DUTIES AND RESPONSIBILITIES 

THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves GRRL in a leadership capacity to move the region’s services forward, anticipating future 
needs and responding to current trends.  
o Serves on teams as assigned, such as the Public Services Team. 
o Handles emergency situations that may develop anywhere in the region. 

• Under the direction of the Associate Director of Patron Services, assists with all aspects of 
patron services, including circulation, programming and information services, to GRRL 
branchesthroughout the region to ensure efficient and effective use of resources.  
o Assists in the management of programming for all GRRL libraries. Is generally responsible 

for the approval and oversight functions of all programming activities in the region.  
• Schedules, plans and provides programs for all GRRL libraries. 
• Prepares programming materials, reading guidance information and displays to 

highlight programs throughout the region. 
• Reviews, evaluates and selects materials for program support. 
• Establishes and maintains innovative partnerships with organizations to enhance 

programming throughout the region. 
• Chairs the Programming Team.Positively represents GRRL on statewide committees. 

o Assists in all aspects of information services   
• Assists in establishing and maintaining innovative technology partnerships with 

organizations throughout the region. 
o Assists in evaluating patron service. 

• Assists in developing written procedures to assist staff in carrying out their tasks in 
compliance with GRRL policies.  

• Makes recommendations to the Associate Director of Patron Services on new 
policies and procedures that would facilitate service to users. 

o Assists in all aspects of circulation services as directed. 
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• Assists with Collection Agency Services. Serves as the secondary primary customer 
contact related to any collection agency disputes. 

o Assists in providing web page content that will effectively communicate patron service 
policies, procedures, and events (programming) both internally and externally.  
• Responsible for the programming content of the GRRL public web pages to 

effectively communicate the variety of programs available to residents of the 
region. 

o Works with other staff and non-staff, to create ongoing training opportunities in the 
provision of patron services to iensure a well trained staff throughout the region. Assist in 
training GRRL staff regarding effective patron service and programming. 

o Assists with preparation of Minnesota Public Library Annual Report to comply with State 
requirements and other statistical reports as directed. 

o Staffs customer service desks as necessary at branches to help patrons, explain library 
policies, registers patrons for library cards, and provide information and circulation 
services.Works at public service desks throughout the region to assist walk-in, phone and 
virtual patrons in finding materials, answering questions, using library resources and 
equipment, and explaining library policies. 

• Participates in professional workshops and related continuing education activities to represent 
GRRL and to keep current on changing trends in areas related to job tasks. Attends GRRL staff 
meetings to take part in continuing education and training opportunities. 

• Conducts library tours and instructs library customers in the use of library resources and 
equipment. 

• Ensures that community groups and individuals have timely access to library facilities. 
 

MINIMUM QUALIFICATIONS 

Education and Experience: 

Graduation from a recognized college or university  in a bachelor’s program  or equivalent in training 
and library staff development. Master’s in Library Science preferred. 

AND 

Four years of library experience including background in patron services.  Public library experience 
preferred. 

Required Skills and Abilities: 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to develop work plan according to objectives and outcomes 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 
o to translate comprehensive knowledge of communications and development into 

everyday performance following GRRL’s philosophy, policies and procedures. 
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• Ability to translate comprehensive knowledge of the provision of patron services to GRRL 
libraries to ensure a high level customer service. 

• Knowledge of library principles, practice, and techniques as related to patron services. 
• Ability to balance the multiple tasks associated with the day-to-day operation of patron services 

and the skill to react quickly and effectively to difficult or emergency situations. 
• Ability to understand standard personnel practices and to select, train and evaluate staff in a 

variety of positions to assist in their development as successful GRRL employees. 
• Ability to satisfactorily and accurately answer customer requests for information. 
• Ability to plan creative and effective programs and train GRRL staff on successful delivery. 
• Ability to effectively plan the workflow of assigned area of responsibility including the 

delegation of tasks to other staff members and volunteers to facilitate productive use of their 
time.   

• Ability to utilize computer skills to access and proficiently use GRRL's on-line catalog, on-line 
databases, and the Internet.  Able to use advanced software programs to produce reports, 
written procedures and forms and e-mail. 

• Ability to operate a variety of library and office equipment including computer and printer, 
photocopier, fax machines, VCR, and microform reader printer. 

• Possession of a valid Minnesota's driver's license and the ability to ensure safe operation of 
library vehicles. 

• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 
have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 

The physical demands and work environment characteristics described on the attached Physical 
Demands Analysisbelow are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  Work is performed in a standard office environment. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

In an average hour work day, this job requires:  (Check full capacity for each activity). 
 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Squat     
Crawl     
Climb Heights/Ladder     
Reach above shoulder level     
Crouch     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     



Great River Regional Library | Patron Services Specialist 4 
 

Twist     
 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job, use of the feet for repetitive movements as in operating foot controls is required: 
 

Right Left Both 
 Yes  No  Yes  No  Yes  No 

 
On the job, use of the hands for repetitive action, such as the following, is required: 
 

 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment        Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces         
Reading computer screens         
Using a computer keyboard         
Using the telephone         
Exposure to elevated noise levels for 
extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, etc.) 
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Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Patron Services Specialist at GRRL. If employed, I certify that I can and will perform the primary duties 
and responsibilities of the position.  Management reserves the right to change job responsibilities, 
duties and hours as needs prevail.  This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________   ___________________ 
GRRL Supervisor Signature    Date    
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PATRON SERVICES SPECIALIST 
 
 

Department:  
 

Patron Services Pay Grade: 20 
Reports To:   
 

Associate Director, Patron Services FLSA Status: Non-Exempt 
    
Date Approved:   07/14/2009 
Date of Last Revision:  11/19/2013, 01/21/2014, 09/16/2014      
 
 
Under general direction, the position of Patron Services Specialist exists to assist with providing efficient 
patron services through circulation, programming and information services for the Great River Regional 
Library System. Plans, implements and conducts a variety of programs and services for all ages. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Serves GRRL in a leadership capacity to move the region’s services forward, anticipating future 
needs and responding to current trends.  
o Serves on teams as assigned, such as the Public Services Team. 
o Handles emergency situations that may develop anywhere in the region. 

• Under the direction of the Associate Director of Patron Services, assists with all aspects of 
patron services, including circulation, programming and information services, throughout the 
region to ensure efficient and effective use of resources.  
o Assists in the management of programming for all GRRL libraries. Is generally responsible 

for the approval and oversight functions of all programming activities in the region.  
• Schedules, plans and provides programs for all GRRL libraries. 
• Prepares programming materials, reading guidance information and displays to 

highlight programs throughout the region. 
• Reviews, evaluates and selects materials for program support. 
• Establishes and maintains innovative partnerships with organizations to enhance 

programming throughout the region. 
• Positively represents GRRL on statewide committees. 

o Assists in all aspects of information services   
• Assists in establishing and maintaining innovative technology partnerships with 

organizations throughout the region. 
o Assists in evaluating patron service. 

• Assists in developing written procedures to assist staff in carrying out their tasks in 
compliance with GRRL policies.  

• Makes recommendations to the Associate Director of Patron Services on new 
policies and procedures that would facilitate service to users. 

o Assists in all aspects of circulation services as directed. 
• Assists with Collection Agency Services. Serves as the primary customer contact 

related to any collection agency disputes. 
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o Assists in providing web page content that will effectively communicate patron service 
policies, procedures, and events (programming) both internally and externally.  
• Responsible for the programming content of the GRRL public web pages to 

effectively communicate the variety of programs available to residents of the 
region. 

o Works with other staff and non-staff, to create ongoing training opportunities in the 
provision of patron services to ensure a well trained staff throughout the region. Assist in 
training GRRL staff regarding effective patron service and programming. 

o Assists with preparation of Minnesota Public Library Annual Report to comply with State 
requirements and other statistical reports as directed. 

o Works at public service desks throughout the region to assist walk-in, phone and virtual 
patrons in finding materials, answering questions, using library resources and equipment, 
and explaining library policies. 

• Participates in professional workshops and related continuing education activities to represent 
GRRL and to keep current on changing trends in areas related to job tasks. Attends GRRL staff 
meetings to take part in continuing education and training opportunities. 

• Conducts library tours and instructs library customers in the use of library resources and 
equipment. 
 

MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university  in a bachelor’s program  or equivalent in training 
and library staff development. Master’s in Library Science preferred. 
 
AND 
 
Four years of library experience including background in patron services.  Public library experience 
preferred. 
 
Required Skills and Abilities: 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to develop work plan according to objectives and outcomes 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 
o to translate comprehensive knowledge of communications and development into 

everyday performance following GRRL’s philosophy, policies and procedures. 
• Ability to translate comprehensive knowledge of the provision of patron services to GRRL 

libraries to ensure a high level customer service. 
• Knowledge of library principles, practice, and techniques as related to patron services. 
• Ability to balance the multiple tasks associated with the day-to-day operation of patron services 

and the skill to react quickly and effectively to difficult or emergency situations. 
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• Ability to understand standard personnel practices and to select, train and evaluate staff in a 
variety of positions to assist in their development as successful GRRL employees. 

• Ability to satisfactorily and accurately answer customer requests for information. 
• Ability to plan creative and effective programs and train GRRL staff on successful delivery. 
• Ability to effectively plan the workflow of assigned area of responsibility including the 

delegation of tasks to other staff members and volunteers to facilitate productive use of their 
time.   

• Ability to utilize computer skills to access and proficiently use GRRL's on-line catalog, on-line 
databases, and the Internet.  Able to use advanced software programs to produce reports, 
written procedures and forms and e-mail. 

• Ability to operate a variety of library and office equipment including computer and printer, 
photocopier, fax machines, VCR, and microform reader printer. 

• Possession of a valid Minnesota's driver's license and the ability to ensure safe operation of 
library vehicles. 

• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 
have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job.  Work 
is performed in a standard office environment. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     
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On the job you lift: 
 Not at all 

(0%) 
Occasionally 

(1-33%) 
Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment   Use of feet for repetitive movement to 
operate a motor vehicle 

Exposure to dust, fumes and gases         
Working in restricted spaces         
Exposure to elevated noise levels for 
extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Extensive computer keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Patron Services Specialist at GRRL. If employed, I certify that I can and will perform the primary duties 
and responsibilities of the position.  Management reserves the right to change job responsibilities, 
duties and hours as needs prevail.  This document is for management communication only and does not 
indicate a written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
 
__________________________________   ___________________ 
GRRL Supervisor Signature    Date    
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LIBRARY ASSOCIATE 
 
 

Department:  Patron Services/SCPL Class Code: 760 
Reports To:   Patron Services Coordinator Pay Grade: 16 
  FLSA Status: Non-Exempt 
Date Approved:   07/14/2009 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general supervision, the position of Library Associate exists to provide support to the Patron 
Services Department by working the information or children’s desk, conducting a variety of programs 
and providing patron service directly to the public and indirectly to branch library patrons.  
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Works at the public service desk to assist walk-in, phone and virtual patrons in finding materials, 
answering questions, using library resources and equipment and explaining library policies.  
Maintains the public areas by roving as assigned and by enforcing library policies. 
o Takes requests for materials and information not available in the GRRL collection using 

appropriate forms or inter-library loan reference service to meet patron needs.  patron 
o Completes opening and closing responsibilities to ensure that patrons have timely access 

to library facilities. Schedules and conducts library tours and class visits and instructs 
library patrons in the use of library resources and equipment. 
• Empty copier and internet printer coin boxes in Patron Services. Completes 

appropriate forms and reports for reporting and delivering money collected to the 
finance department.   

o Conducts classes for library users and community groups related to the library catalog, 
Internet and databases to facilitate their use of information sources. Schedules meeting, 
study and conference rooms if applicable.   

• Other essential duties include but are not limited to the following: 
o Trains and assigns and directs the work of library aides assigned to the department to 

ensure assigned tasks are completed accurately and in a timely fashion. 
o Fills subject and title requests within established turn-around times to provide efficient 

reference service to meet patron needs.  
o Participates in collection maintenance as assigned from the following list: 

• Updates editions, suggests multiple copies, and evaluates materials for mending, 
replacement or discard for assigned areas to provide a collection responsive to 
patron demand and in usable condition. 

• Assists in maintaining the local library collection including weeding, collection 
maintenance and donated materials processing.  

• Compiles reading guidance information and displays to assist patrons in locating 
items of interest. Prepares and updates booklists, activity sheets, storytelling kits, 
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book club kits, bulletin boards, bestseller lists, and displays to highlight library 
resources and provide library related activities. 

o Facilitates, prepares for and/or conducts various library programs and activities at GRRL 
libraries.  May be assigned to update events calendar and/or local web page. 

o Organizes, orders and maintains department supplies. 
• In conjunction with others, provides building supervision and serves as a regularly scheduled 

supervisor in charge at the St. Cloud Public Library. Communicates with appropriate vendors or 
service providers to resolve building mechanical or security issues when needed. Communicates 
with local law enforcement to resolve rules of behavior issues related to library patrons when 
necessary. Responds to patron concerns, complaints and problems as they occur. 

• Assists other departments as needed. Cross-trained to cover the circulation desk as needed. 
• Participates in professional meetings, workshops and related continuing education activities to 

represent GRRL and to keep current on changing trends in areas related to job tasks. Attends 
GRRL staff meetings to take part in continuing education and training opportunities. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university in a bachelor’s program or equivalent. 
 
AND 
 
Two years of library or patron service experience 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Ability to translate comprehensive knowledge of reference services and library materials and 
resources into the provision of high quality patron service by answering questions accurately 
and providing materials to the satisfaction of each patron. 

• Ability to utilize computer skills to access and proficiently use the online catalog to do complex 
searches for materials and be able to use the circulation module of the automation system, and 
to use advanced software programs to produce reports, written procedures and forms and e-
mail.    

• Ability to prioritize tasks of library aides in order to direct their day-to-day work on a regular 
basis and to assign tasks in the absence of their supervisor. 

• Ability to operate a variety of library and office equipment including computer and printer, 
photocopier, fax machines, and microform reader printer, media equipment and assistive 
technology stations as necessary..  

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance. 
o to develop and sustain work relationships characterized by respect, dignity and trust. 
o to provide enthusiastic and positive leadership. 
o to support policies and work practices that engender successful collaboration. 
o to manage by objectives and outcomes. 
o to mentor and coach in a manner that contributes to staff development. 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals. 
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o to develop and implement creative solutions to regional challenges. 
o to maintain a commitment to personal and professional development. 

• Ability to carry out collection development responsibilities consistent with GRRL’s selection 
policies and procedures. 

• Ability to plan and conduct creative programs for patrons.  
• Possession of a valid Minnesota's driver's license and the ability to ensure safe operation of 

library vehicles. 
• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 

have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described on the attached Physical 
Demands Analysisbelow are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Work is performed in a customer service environment. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Squat     
Crawl     
Climb Heights/Ladder     
Reach above shoulder level     
Crouch     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     
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On the job you lift: 
 Not at all 

(0%) 
Occasionally 

(1-33%) 
Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job, use of the feet for repetitive movements as in operating foot controls is required: 
 

Right Left Both 
 Yes  No  Yes  No  Yes  No 

 
On the job, use of the hands for repetitive action, such as the following, is required: 
 

 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment         
Exposure to dust, fumes and gases         
Working in restricted spaces    
Reading computer screens and using a 
computer keyboard 

        

Using the telephone   Answering reference questions 
Exposure to elevated noise levels for 
extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Computer  keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Library Associate at GRRL. If employed, I certify that I can and will perform the primary duties and 
responsibilities of the position. Management reserves the right to change job responsibilities, duties and 
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hours as needs prevail. This document is for management communication only and does not indicate a 
written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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LIBRARY ASSOCIATE 
 
 

Department:  Patron Services/SCPL Pay Grade: 16 
Reports To:   Patron Services Coordinator FLSA Status: Non-Exempt 
    
Date Approved:   07/14/2009 
Date of Last Revision:  11/19/2013, 09/16/2014      
 
 
Under general supervision, the position of Library Associate exists to provide support to the Patron 
Services Department by working the information or children’s desk, conducting a variety of programs 
and providing patron service directly to the public and indirectly to branch library patrons.  
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Works at the public service desk to assist walk-in, phone and virtual patrons in finding materials, 
answering questions, using library resources and equipment and explaining library policies.  
Maintains the public areas by roving as assigned and by enforcing library policies. 
o Takes requests for materials and information not available in the GRRL collection using 

appropriate forms or inter-library loan reference service to meet patron needs.  patron 
o Completes opening and closing responsibilities to ensure that patrons have timely access 

to library facilities. Schedules and conducts library tours and class visits and instructs 
library patrons in the use of library resources and equipment. 
• Empty copier and internet printer coin boxes in Patron Services. Completes 

appropriate forms and reports for reporting and delivering money collected to the 
finance department.   

o Conducts classes for library users and community groups related to the library catalog, 
Internet and databases to facilitate their use of information sources. Schedules meeting, 
study and conference rooms if applicable.   

• Other essential duties include but are not limited to the following: 
o Trains and assigns and directs the work of library aides assigned to the department to 

ensure assigned tasks are completed accurately and in a timely fashion. 
o Fills subject and title requests within established turn-around times to provide efficient 

reference service to meet patron needs.  
o Participates in collection maintenance as assigned from the following list: 

• Updates editions, suggests multiple copies, and evaluates materials for mending, 
replacement or discard for assigned areas to provide a collection responsive to 
patron demand and in usable condition. 

• Assists in maintaining the local library collection including weeding, collection 
maintenance and donated materials processing.  

• Compiles reading guidance information and displays to assist patrons in locating 
items of interest. Prepares and updates booklists, activity sheets, storytelling kits, 



Great River Regional Library | Library Associate 2 
 

book club kits, bulletin boards, bestseller lists, and displays to highlight library 
resources and provide library related activities. 

o Facilitates, prepares for and/or conducts various library programs and activities at GRRL 
libraries.  May be assigned to update events calendar and/or local web page. 

o Organizes, orders and maintains department supplies. 
• In conjunction with others, provides building supervision and serves as a regularly scheduled 

supervisor in charge at the St. Cloud Public Library. Communicates with appropriate vendors or 
service providers to resolve building mechanical or security issues when needed. Communicates 
with local law enforcement to resolve rules of behavior issues related to library patrons when 
necessary. Responds to patron concerns, complaints and problems as they occur. 

• Assists other departments as needed. Cross-trained to cover the circulation desk as needed. 
• Participates in professional meetings, workshops and related continuing education activities to 

represent GRRL and to keep current on changing trends in areas related to job tasks. Attends 
GRRL staff meetings to take part in continuing education and training opportunities. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Graduation from a recognized college or university in a bachelor’s program or equivalent. 
 
AND 
 
Two years of library or patron service experience 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Ability to translate comprehensive knowledge of reference services and library materials and 
resources into the provision of high quality patron service by answering questions accurately 
and providing materials to the satisfaction of each patron. 

• Ability to utilize computer skills to access and proficiently use the online catalog to do complex 
searches for materials and be able to use the circulation module of the automation system, and 
to use advanced software programs to produce reports, written procedures and forms and e-
mail.    

• Ability to prioritize tasks of library aides in order to direct their day-to-day work on a regular 
basis and to assign tasks in the absence of their supervisor. 

• Ability to operate a variety of library and office equipment including computer and printer, 
photocopier, fax machines, and microform reader printer, media equipment and assistive 
technology stations as necessary..  

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance. 
o to develop and sustain work relationships characterized by respect, dignity and trust. 
o to provide enthusiastic and positive leadership. 
o to support policies and work practices that engender successful collaboration. 
o to manage by objectives and outcomes. 
o to mentor and coach in a manner that contributes to staff development. 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals. 
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o to develop and implement creative solutions to regional challenges. 
o to maintain a commitment to personal and professional development. 

• Ability to carry out collection development responsibilities consistent with GRRL’s selection 
policies and procedures. 

• Ability to plan and conduct creative programs for patrons.  
• Possession of a valid Minnesota's driver's license and the ability to ensure safe operation of 

library vehicles. 
• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 

have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. Work 
is performed in a customer service environment. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
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25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment         
Exposure to dust, fumes and gases         
Working in restricted spaces    
    
    
Exposure to elevated noise levels for 
extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bags, 
etc.) 

        

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery 

  General office equipment (copier, fax, 
computer, telephone, and other 
telecommunications equipment) 

Use of hands for repetitive action    Computer  keyboard use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Library Associate at GRRL. If employed, I certify that I can and will perform the primary duties and 
responsibilities of the position. Management reserves the right to change job responsibilities, duties and 
hours as needs prevail. This document is for management communication only and does not indicate a 
written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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CIRCULATION ASSISTANT 
 
 

Department:  Circulation Services/SCPL Class Code: 570 
Reports To:   Circulation Coordinator Pay Grade: 13 
  FLSA Status: Non-Exempt 
Date Approved:   05/01/2001 
Date of Last Revision:  11/19/2013, 09/14/2014      
 
 
Under direct supervision, the position of Circulation Assistant exists to perform general public service 
circulation work at the St. Cloud Public Library to provide the best possible patron service. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Provides general public service to provide the best possible patron service. 
o Staffs the public service circulation/registration desk performing all required circulation 

routines to ensure accurate recording of all circulation transactions and explain circulation 
policies to library patrons. 

o Staffs the main switchboard desk, answers the service entry door and routes incoming 
interoffice mail to the appropriate department/person. 

o Assists patrons with community meeting room reservations to ensure availability of rooms 
and provides basic AV assistance. 

o Provides basic directional reference assistance as time allows. 
• Other essential duties include but are not limited to the following: 

o Assists in the work direction of library aides and volunteers in the Circulation department.  
Participates with the interview process for aides and providing training as needed. 

o Maintains the online registration files by performing data entry from registration 
applications and by proof reading data entry.  Adds address correction blocks to patron 
registration files when needed. 

o Evaluates the physical condition of damaged media items.  Handles missing part problems 
with materials so that all items are complete. Assists with collection management as 
directed. 

o Maintains, processes and reserves Bi-Folkal, programming videos and storytelling kits. 
o Counts Circulation Desk cash receipts in the absence of the Circulation Coordinator or Sr. 

Circulation Assistant and reports the daily cash receipts to the Accounting department. 
o Turns on and off and logs in and out of all the computer equipment in the Circulation 

section so equipment is ready for daily use by staff and secures the cash drawers. 
o Opens the building for patrons at start of business day. 
o Assists other departments with projects as needed. Cross-trained to: 

• Cover the information and/or children’s desk as needed. 
• Assist with projects and/or GRRL-sponsored events 
• Answer quick reference questions 



Great River Regional Library | Circulation Assistant 2 
 

• Participates in professional meetings, workshops and related continuing education activities to 
represent GRRL and to keep current on changing trends in areas related to job tasks. Attends 
GRRL staff meetings to take part in continuing education and training opportunities. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Completion of high school and one year of formal education or equivalent.   
 
AND 
 
Six months of library or customer service experience. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 

• Ability to translate knowledge of circulation routines and policies into the provision of high 
quality customer service by performing tasks correctly and answering questions accurately to 
the satisfaction of each customer. 

• Ability to utilize the necessary computer skills to access and proficiently use the circulation 
module of GRRL’s automated system and able to use the online catalog to search for items by 
author and title. 

• Ability to operate a multi-line telephone system including direct dialing station and voice mail 
sufficient to route calls quickly, correctly and without disconnecting the caller. 

• Ability to operate a variety of library and office equipment including computer and printer, 
photocopier, fax machines. 

• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 
have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described on the attached Physical 
Demands Analysis below are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Work is performed in a customer service environment. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 
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Bend/Stoop/Squat     
Squat     
Crawl     
Climb Heights/Ladder     
Reach above shoulder level     
Crouch     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
Twist     
Climb Ladder     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job, use of the feet for repetitive movements as in operating foot controls is required: 
 

Right Left Both 
 Yes  No  Yes  No  Yes  No 

 
On the job, use of the hands for repetitive action, such as the following, is required: 
 

 Simple Grasping Firm Grasping Fine Manipulating 
Right  Yes  No  Yes  No  Yes  No 
Left  Yes  No  Yes  No  Yes  No 

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment        Works in close proximity to AMHS Machine 
Exposure to marked changes in 
temperature or humidity 
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Driving automotive equipment         
Exposure to dust, fumes and gases         
Working in restricted spaces         
Exposure to elevated noise levels 
for extended periods of time 

        

Pushing library carts and 
binsMoving library materials 
(pushing carts/bins, handling 
delivery bats, etc.) 

        

Exposure to cleaning chemials         
Work in close proximity to moving 
machinery (AMHS)Operation of 
equipment and/or machinery 

        

Use of hands for repetitive action   Checking out materials, computer use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Circulation Assistant at GRRL. If employed, I certify that I can and will perform the primary duties and 
responsibilities of the position. Management reserves the right to change job responsibilities, duties and 
hours as needs prevail. This document is for management communication only and does not indicate a 
written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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CIRCULATION ASSISTANT 
 
 

Department:  Circulation Services/SCPL Pay Grade: 13 
Reports To:   Circulation Coordinator FLSA Status: Non-Exempt 
    
Date Approved:   05/01/2001 
Date of Last Revision:  11/19/2013. 09/16/2014      
 
 
Under direct supervision, the position of Circulation Assistant exists to perform general public service 
circulation work at the St. Cloud Public Library to provide the best possible patron service. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION. THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE. OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 
 

• Provides general public service to provide the best possible patron service. 
o Staffs the public service circulation/registration desk performing all required circulation 

routines to ensure accurate recording of all circulation transactions and explain circulation 
policies to library patrons. 

o Staffs the main switchboard desk, answers the service entry door and routes incoming 
interoffice mail to the appropriate department/person. 

o Assists patrons with community meeting room reservations to ensure availability of rooms 
and provides basic AV assistance. 

o Provides basic directional reference assistance as time allows. 
• Other essential duties include but are not limited to the following: 

o Assists in the work direction of library aides and volunteers in the Circulation department.  
Participates with the interview process for aides and providing training as needed. 

o Maintains the online registration files by performing data entry from registration 
applications and by proof reading data entry.  Adds address correction blocks to patron 
registration files when needed. 

o Evaluates the physical condition of damaged media items.  Handles missing part problems 
with materials so that all items are complete. Assists with collection management as 
directed. 

o Maintains, processes and reserves Bi-Folkal, programming videos and storytelling kits. 
o Counts Circulation Desk cash receipts in the absence of the Circulation Coordinator or Sr. 

Circulation Assistant and reports the daily cash receipts to the Accounting department. 
o Turns on and off and logs in and out of all the computer equipment in the Circulation 

section so equipment is ready for daily use by staff and secures the cash drawers. 
o Opens the building for patrons at start of business day. 
o Assists other departments as needed. Cross-trained to: 

• Cover the information and/or children’s desk as needed. 
• Assist with projects and/or GRRL-sponsored events 
• Answer quick reference questions 
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• Participates in professional meetings, workshops and related continuing education activities to 
represent GRRL and to keep current on changing trends in areas related to job tasks. Attends 
GRRL staff meetings to take part in continuing education and training opportunities. 

 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
Completion of high school and one year of formal education or equivalent.   
 
AND 
 
Six months of library or customer service experience. 
 
Required Skills and Abilities: 
The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 

• Ability to translate knowledge of circulation routines and policies into the provision of high 
quality customer service by performing tasks correctly and answering questions accurately to 
the satisfaction of each customer. 

• Ability to utilize the necessary computer skills to access and proficiently use the circulation 
module of GRRL’s automated system and able to use the online catalog to search for items by 
author and title. 

• Ability to operate a multi-line telephone system including direct dialing station and voice mail 
sufficient to route calls quickly, correctly and without disconnecting the caller. 

• Ability to operate a variety of library and office equipment including computer and printer, 
photocopier, fax machines. 

• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 
have effective oral and written communication skills to communicate productively with staff and 
library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 
The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. Work 
is performed in a customer service environment. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
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Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
Twist     

 
On the job you carry: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment   Works in close proximity to AMHS Machine 
Exposure to marked changes in 
temperature or humidity 

        

Driving automotive equipment         
Exposure to dust, fumes and gases         
Working in restricted spaces         
Exposure to elevated noise levels 
for extended periods of time 

        

Moving library materials (pushing 
carts/bins, handling delivery bats, 
etc.) 

        

Exposure to cleaning chemials         
Operation of equipment and/or 
machinery 

        

Use of hands for repetitive action   Checking out materials, computer use 
 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Circulation Assistant at GRRL. If employed, I certify that I can and will perform the primary duties and 
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responsibilities of the position. Management reserves the right to change job responsibilities, duties and 
hours as needs prevail. This document is for management communication only and does not indicate a 
written or implied contract of employment. 
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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