
YOUTH SERVICES DIRECTOR POSITION DESCRIPTION 

COLUMBUS PUBLIC LIBRARY, COLUMBUS, WI 

 

NATURE OF THE JOB: 

Performs professional library activities, assumes responsibility for youth and young adult services 

and various administrative and managerial tasks. 

Reports to the Library Director.  Assumes the Librarian-In-Charge role as required.  

Works in an environment within the library’s building and out in the communities served. Regular 

travel related to community engagement and professional development is required. Because of the 

administrative nature of this position, it is an exempt position. 

RESPONSIBILITIES: 

1. Provide high quality service to customers of all ages and abilities. 

2. Responsible for effective administration of Youth Services Department within the library’s 

overall priorities. 

3. Offer reference service, reader’s advisory, guidance in locating and choosing materials and 

instruction on the use of the library and its resources to customers of all ages and abilities. 

4. Develop diverse collections of print and non-print materials to meet the needs of the 

community. 

5. Promote an interest in reading and learning through the use of the public library. 

6. Offer a range of programs to meet the informational, recreational and educational needs of 

youth, teens and families and to promote reading and social interaction. 

7. Participate in the Root for Columbus program, including potlucks and the R4C Leadership 

Group. 

8. Work with other individuals, schools, groups, agencies, public officials and other libraries in 

the community in order to provide a diverse range of services for youth and families, 

contribute leadership ability within the community and promote libraries and their services. 

9. Act as a liaison with the South Central Library System in the area of youth services and as 

needed. 

10. Supervise the cataloging of material for youth and young adult collections. 

11. Staff the Children’s Circulation Desk as needed. 

12. Member of the Programming Team and leader of Youth Services Team. 

13. Act as the Librarian-In-Charge or Acting Director as needed. 

14. Compile statistical data on various areas of service. 

15. Keep up on trends in youth services and other public library services. 

16. Supervise and train Pages. 

17. Advise the Director on policy and procedural issues. 

18. Assume responsibilities in other departments within the Library as needed. 

19. Accept other duties as assigned by the Library Director. 

  

http://www.columbuspubliclibrary.info/
https://maps.google.com/maps?q=223+W+James+St,+Columbus,+WI&hl=en&sll=44.900771,-89.56949&sspn=13.05554,19.753418&oq=223+W+James+St&t=h&hnear=223+W+James+St,+Columbus,+Wisconsin+53925&z=17


QUALIFICATIONS 

1. Masters Degree in Library or Information Science from an accredited institution. 

2. Knowledge and experience in youth and teen services. 

3. Knowledge and experience in the reading, viewing and learning habits of youth and teens. 

4. Knowledge and experience in reference. 

5. Knowledge and experience with contemporary technology. 

6. Ability to maintain and promote a positive public service attitude. 

7. Mental requirements: 

a. Analytical skills: identify alternative courses of action before selecting one 

b. Problem solving skills: develop solutions to problems with a recommended course of 

action 

c. Planning and organization skills: develop and implement a long range plan for Youth 

Services 

d. Communication skills: communicate effectively in both oral and written forms 

e. Reading ability: effectively read and understand information contained in 

memorandums, reports, bulletins, budgets, etc. 

f. Independent thinking: decision making without direct supervision 

g. Mathematical ability: understanding of basic mathematics 

h. Time management: ability to set priorities to meet assigned deadlines; ability to 

balance many demands and maintain a positive public service attitude 

i. Comprehending instructions: ability to understand instructions from supervisor in 

both oral and written forms 

8. Physical demands: 

a. Sitting, standing, walking, climbing and stooping. 

b. Bending, twisting and reaching. 

c. Talking and hearing; use of a telephone. 

d. Fingering: keyboarding, writing, filing, and sorting. 

e. Lifting, carrying: 30 pounds or less. 

f. Pushing, pulling: objects weighing 60-80 pounds on wheels. 

g. Mobility: travel to meetings outside the library. 

9. Pride in keeping up with current technology trends and not being afraid to use them. 

SUPERVISION EXERCISED 

1. Assumes the Librarian-In-Charge role as required. Assumes the duties of Acting Director in the 

absence of the Library Director when assigned. 

2. Supervises the Page positions. 

3. Leads the Youth Services Team. 
 

 

PROBATIONARY PERIOD 

The probationary period for this position shall be six (6) months. 

 

HOURS 

40 per week. Ability to work a flexible schedule is a must, as some programs and trainings occur 

during evening and weekend hours. 


