
Farmington Libraries
Job Description

	Date:
	December, 2021

	Position:
	Adult Programming Coordinator

	Department:

FLSA:
	Farmington Libraries
Non-exempt

	Reports To:
	Assistant Director of Library Services

	Supervises:  
	N/A


SUMMARY OF RESPONSIBILITY:

The Adult Programming Coordinator is responsible for the planning, development, scheduling and maintenance of adult programs and services, assisting adult learners, as well as other library wide services. This position ensures the library user receives the highest possible standard of customer service.

Essential Functions:
· Manages presenter contracts and payments.
· Manages the adult programming schedule in collaboration with Adult Information Services department staff.
· Plans and executes Garmany Music Series concerts including scheduling, budgeting, and assisting performers as needed.

· Responsible for the budgeting and tracking of adult and Maker Space programming funds.

· Coordinates library-wide programs and initiatives for all ages with the Teen and Children’s librarians including the annual Maker Fair. 
· Works with the Executive Director, Assistant Director, and the Adult Services Department to provide the public an array of adult programs. 
· Composes press releases for Library programs and events and distributes to appropriate news outlets.
· Evaluates assigned parts of the adult nonfiction collection for balance and comprehensiveness, weeding and selecting materials as necessary. 
· Provides excellent customer service and works regular shifts on the Adult Information Services Desk at the Main Library including one evening shift and every third Saturday.  

· Plans and implements Maker Space and Studio activities and programs including Maker and Virtual Reality equipment training. 

· Plans and leads a monthly hands-on art program.
Other Functions:

· Keeps informed of new and emerging technologies, and public library service trends and innovations.

· Participates in Library teams, committees, and trainings in support of Library strategic initiatives.

· Attends professional meetings and workshops, and participates in professional organizations
· Performs related duties as required.
The duties listed above are intended only as illustrative of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar or a logical assignment to the position.

QUALIFICATIONS AND COMPETENCIES:

· MLS from an ALA accredited institution or other related master’s degree is preferred.

· A minimum of two years of experience in public libraries or related field.

· A minimum one years of experience planning large events.
· One year of experience working at an Adult Information Services Desk is preferred.
· Solid working knowledge of all MS Office suite software, internet searching, and the ability to learn new hardware and software as required.
· Ability to learn and stay informed about current trends and best practices in public library services.
· Ability to establish and maintain effective collaborative partnerships with outside agencies, organizations and individuals.
· Knowledge of adult learning strategies is required.
· Solid communication skills, both orally and in written form.
· Ability to provide welcoming and effective customer service.

· Ability to establish and maintain effective working relationships with individuals and 

groups, both professional and non-professional, co-workers, management personnel, patrons, the public and others. 

· Ability to work independently in a fast-paced environment and juggle multiple priorities. 
Mental and physical requirements:
The physical demands and work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Must be able to perform continuous bending, twisting, stooping, reaching and lifting of moderate to heavy weight material up to 25 lbs. and have the ability to push book trucks with up to 150 lbs. of materials.
· Must be able to walk, sit and stand for extended periods during the shift.

· Vision abilities required by the job include close vision, distance vision, peripheral vision, depth perception and the ability to adjust focus.

· Ability to keep his/her composure with the public and co-workers in everyday, stressful situations. 

