
  
 
 
 
 

   
JOB SUMMARY 

 
Under the general direction of the Adult Services & Outreach Coordinator, provides library programming and 
outreach services for patrons of all ages. 
 

DUTIES AND RESPONSIBILITIES 
 
1. Provides programming and outreach training to staff. 
 
2. Coordinates adult and teen programs including presenter scheduling, booking, and creating selection lists. 

 
3. Book Selector for Teen Collection. 
 
4. Provides information to staff and patrons relating to library programs, events, and speakers or performers. 
 
5. Facilitates partnerships with area agencies and organizations. 

 
6. Responsible for creating and maintaining the Library’s website and social media accounts in order to 

effectively promote library services and resources.  Collaborates with Library Admin to use the DDL 
website as a marketing tool.  Generates data to support library’s needs. 

 
7. Provides troubleshooting assistance for patrons using DDL’s electronic resources.  Serves as the internal 

subject matter expert for internet functionality. 
 

8. Assists Library Admin with plans for library technology needs.  Maintains a working knowledge of 
technology applications, creating proposals and strategies for implementation of emerging technologies. 

 
9. Serves library users at a Service Desk by checking in and out library materials, collects money from 

overdue fines and lost and damaged materials, issues new/replacement library cards, registers new 
patrons and processes name and address changes.  Also assists with other circulation functions, holds, 
faxes, etc. 

 
10. Provides reference and information services to the public in person or by telephone via web or e-mail.  

Duties include, but are not limited to: receiving and answering of questions regarding library collections, 
services, and programs, performing a reference interview and conducting research to obtain sources of 
information, and recording reference statistics.   

 
11. May perform other duties as assigned. 

       
 

JOB REQUIREMENTS 

Position:   
Program and Outreach Librarian  

Hours Per Week:   
35 hours 

Posting Start Date: 
6/26/2017 

Posting End Date: 
07/07/2017 

Application Process: 
Please submit a cover letter, resume and application to:  Business Office Manager, DeWitt District Library,  
13101 Schavey Road, DeWitt, MI  48820 or via email at mlitos@dewittlibrary.org 

 

  

INTERNAL JOB POSTING 



  
 
1. Master’s degree in Library Science from an ALA accredited institution required. 

 
2. Library of Michigan Professional Certificate required. 

 
3. One to two years’ of experience in website development, programming, or related field strongly preferred. 
 
4. One to two years’ work experience in library programming, literature or education is desired. 
 
5. Ability to travel between work locations and related places of business as needed. 

 
6. Ability to perform work under general supervision with latitude in exercising judgment in determining work 

methods and results. 
 
7. Computer skills to effectively utilize e-mail, word processing and spreadsheets, databases and Library 

related software. 
 
8. Effective interpersonal communication skills necessary to work with a verity of individuals and establish 

effective working relationships with library patrons and personnel. 
 

9. Effective time management skills necessary to work on multiple projects.  Must be able to meet deadlines 
and established timelines. 

 
10. Ability to work in situations with multiple deadlines and work under pressure. 
 
11. Ability to work with accuracy and attention to detail. 
 
12. Hearing ability to answer telephone inquiries. 
 
13. Ability to operate a variety of office equipment including a personal computer, copy machine, Ellison 

machine and fax machine. 
 
14. Physical ability to lift/carry materials weighing up to 40 pounds. 
 

WORKING CONDITIONS 
 
1. Generally will work within a normal office environment. 
 
2. Requires occasional travel and may include travel for meetings and conferences. 
 
3. Work hours may be varied, including evenings and weekend hours.  
 
4. Frequent sitting/standing in one position for extended periods of time. 
 
 
This job description is intended to describe the general nature and level of work being performed by a person assigned to this job.  They are not to be 
construed as an exhaustive list of all job duties that may be performed by a person so classified.   

 


