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Position Title:
Outreach coordinator
FLSA:  

non-exempt
Reports To:

Library Director
Summary of Position: Under the supervision of the Library Director, the Outreach Coordinator performs varied clerical and technical tasks in providing services to outreach patrons served by the Bookmobile, van delivery, and dropped collections. Represents the library at outreach events and actively seeks opportunities to expand awareness of library offerings and services, and actively participates in the implementation of the library’s Strategic Plan. 
Essential Job Functions:  Essential functions, as defined under the Americans with Disabilities Act, may include any of the following tasks, knowledge, skills and other characteristics.  The list that follows is not intended as a comprehensive list; it is intended to provide a representative summary of the major duties and responsibilities.  Incumbent(s) may not be required to perform all duties listed, and may be required to perform additional, position-specific tasks.

• Provides Bookmobile library services to locations throughout Pittsylvania County, including homebound patrons, early learning centers, private and public schools, nursing homes and senior centers.
• Develops and distributes a written schedule of service stops for the Bookmobile; coordinates access with property owners, early learning and school stops; evaluates present and prospective Bookmobile, van delivery, and dropped collection stops; recommends and implements new services as needed.

• Supervises the work of the outreach driver; drives the Bookmobile or van in the absence of the outreach driver.

• Performs circulation functions, including checking materials in and out; registering new patrons and issuing library cards; processing book requests and assisting patrons in the selection of library materials; shelving returned materials; sending overdue notices; and, keeping relevant statistics required by the library Board of Trustees and Library of Virginia.
• Oversees maintenance of the Bookmobile and library van. Assists in the evaluation of Bookmobile condition, needs, and technology; functions as the liaison between the library and bookmobile vendor and servicing businesses.
• Rotates Bookmobile collection to respond to patron interests; selects books, videos and other materials for purchase for the Bookmobile using essential collection development tools, policies, and procedures; deaccessions Bookmobile materials in accordance with library policy and procedure.

• Coordinates publicity for outreach events; represents the library and promotes library services at public events.
· Performs currier serves throughout library system, transferring and delivering library materials between branches each Monday, and other times as needed.

• Works in other libraries as assigned.
Core Competencies:

· Customer Focus

· Communication

· Collaboration/Teamwork

· Personal Accountability/Delivering Results

· Diversity and Inclusion
Education and Experience:   Bachelor’s degree or a combination of education and experience equivalent to a Bachelor’s degree. One (1) year of work experience in public service. Public library experience preferred.
Required Knowledge and Skill:  Ability to drive the Bookmobile safely under varying weather conditions; ability to communicate effectively with both children and adults; knowledge of reader interests, books, and authors; ability to work well under pressure; ability to learn standard library tasks readily and to adhere to prescribed routines; comprehensive knowledge of library policies and procedures; ability to establish and maintain good working relationships with staff and the public; excellent written and oral communication skills; ability to deal with maintenance vendors; ability to operate the automated circulation systems on the outreach laptop computer; ability to supervise; ability to work without supervision; ability to problem-solve; ability to exercise good judgement.
Certifications and licenses: Possession of an appropriate driver’s license valid in the Commonwealth of Virginia. 
Environmental Factors and Conditions/Physical Requirements:  This work requires the regular exertion of up to 10 pounds of force, frequent exertion of up to 25 pounds of force, and occasional exertion of up to 50 pounds of force; work regularly requires speaking or hearing and using hands to finger, handle or feel, frequently requires standing, walking, sitting, reaching with hands and arms and repetitive motions and occasionally requires climbing or balancing, stooping, kneeling, crouching or crawling, pushing or pulling and lifting; work requires close vision, distance vision, ability to adjust focus, depth perception, color perception and peripheral vision; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing perception is required to perceive information at normal spoken word levels; work requires preparing and analyzing written or computer data, operating machines, operating motor vehicles or equipment and observing general surroundings and activities; work occasionally requires exposure to outdoor weather conditions. 
Special requirements: Working hours may include evenings and Saturdays. Must have the ability to drive a large vehicle (Bookmobile). 
This description provides information regarding the essential functions of the designated job, and the general nature and level of work associated with the job.  It should not be interpreted to describe all the duties and performance that may be required of employees or be used to limit the nature and extent of assignments an employee may be given. The County reserves the right to modify the job description as deemed appropriate.

Signatures and Comments:
I have read this description and understand the requirements and responsibilities of the position.
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