DEPARTMENT MANAGER MOBILE SERVICES

GENERAL DESCRIPTION
The Mobile Services Manager oversees and is responsible for ensuring high quality library service for library users in all operations of mobile services. The Manager provides direct service to library users and supervises or delegates supervision of employees and volunteers assigned to the department.  This position is supervised by a Supervising Librarian.

ESSENTIAL FUNCTIONS OF THE POSITION
The Manager is primarily responsible for providing assistance to library users and for personnel management functions of the mobile services departments.

Duties may include:

Assisting patrons and institutions with the collection, catalog & equipment

Addressing complaints of both patrons and staff

Answering reference questions

Driving the bookmobile and other library vehicles

Evaluating and revising seasonal bookmobile schedules

Handling phone requests

Interviewing, hiring, instructing, scheduling and evaluating staff

Overseeing maintenance and repairs of library vehicles

Other duties as assigned

WORKING CONDITIONS
See attached form.

KNOWLEDGE SKILLS AND ABILITIES
Excellent interpersonal/communication and organizational skills

Ability to supervise, instruct and evaluate employees

Ability to work directly with the public in a friendly, helpful manner

Ability to handle multiple detailed tasks quickly and accurately

Ability to establish and maintain effective working relationships

Knowledge of computers and computer skills

Knowledge of library operations

Basic mechanical knowledge of motor vehicles

Ability to safely drive all library vehicles

EDUCATION, EXPERIENCE AND TRAINING
High school graduate or equivalent required

College graduate preferred

Formal Library training preferred

Bookmobile experience preferred

Two years working directly with the public preferred

Management/supervisory experience preferred

SPECIAL CONDITIONS OF EMPLOYMENT
Must work evening and weekend hours on a regular basis and substitute  as needed

Valid VA drivers license and acceptable driving record based on standards established by 

the Pamunkey Regional Library Board

Subject to a six-month probationary period

May require additional training outside the normal work day

FLSA - Exempt
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