A good job posting begins with how the careers page on the website is formatted. If all the information a job seeker
needs about what the position is, where it’s located (including branch names where applicable) and when the posting
closes are right there on that main page it's easier to identify the positions that are of most interest to them. And for the
library/organisation itself it makes it easier for site like INALJ to index your open positions!
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The top candidates take their time writing their applications; they study the job posting and tailor their package (resume,
cover letter, portfolio samples, etc.) to highlight their relevant experience and match your language. You can help them
out by giving them the best possible job posting, one that is easy to save a copy of, easy to understand, and detailed.
The more detail and care you put into a job posting, the better the pool of applicants you will have to select from!

*A separate page (preferably a .PDF) 4 Oxford VMills
* Repeat the info from the Career Page A4 Public Library
* List the Salary ion Services C i Main Branch (Full-time )

Posted: 13/9/292013 Closes: 11/10/2013
* Te” the Candidates hOW yOU WOUld ||ke The Oxford Mills Public Library has an opening for an individual who is committed to providing quality cus-
. . . tomer service by planning, developing and executing the delivery of our information services. We are especially
them to apply (including file formats!)  interested in seeing the development of our extended reference services. The incumbent will report to the Sen-
ior Manager, Public Services. You will be responsible for overseeing the daily operations of the Information Ser-

*Summarlse the p05|t|0n ina S|ng|e vices Department, act as a resource to the library system for the development of reference services, support
the development of information service programs, and coordinate outreach system-wide. You will provide a
paragraph high calibre of advanced reference and readers’ advisory service to the public, coordinate the maintenance
* . . and merct ising of adult ions, and use your k of emerging trends in libraries to cre-
|nc|ude the f0||0WIng SectIOI'IS. ate innovative service initiatives. As a professional librarian at OMPL, you will exercise your supervisory skills
. e . as leader of a strong Information Services team through effective selection, training, direction, and appraisal of
= Educatlon/certlflcat|0n staff and act as the scheduled Person-in-Charge to ensure the smooth operation of the Library system.
. ts . f t Qualifications: Responsibilities:
requ"emen (mln" pre " asse s) - MLS, MIS or MLIS from an ALA accredited program - Oversees /supervises the daily operations of the de-
e ] - 5-7 years of professional experience, with at least 2 at partment by ensuring daily schedules meet minimum
SpeCIfIC Skllls/kn()Wledge req' the supervisory level staffing requirements and attendance records are
* . . H H -Strong verbal and written communication skills maintained
Technlcal Skllls’ mCIUdlng - Strong supervisory and leadership skills - Develops a strong team through effective selection,
: _ N training, direction, discipline and appraisal of staff
software experience (pref., assets) - strong pianning and organizationai skilis 9 P PP

- Advanced instructional skills - Develops policies, procedures and standards for the

- Experience that would be an asset . siiied in the use of onine resources and technology 1o+ ¢MerY of info- and readers advisory

Excellent knowled o . services. Actively supports pro-active reference and its
. - - Excellent knowledge in emerging trends in informa- g0 6o e
= SpeCIfIC aptltUde(S) feq- tion science, and the ability to translate these trends

. . - Coordinates the maintenance and merchandising of
into service initiatives as appropriate

3 H H the adult collections at the Main Branch
i.e. Good with children - Ablty 0 stand and face a computer soreen orfong oo\ , ‘
periods - Participates in the planning, development, and imple-
-Mini i iliti mentation of info. and readers’ advisory services, pro-
Minimum physical capabilities red. g, range: 570,000 - s85.000rycar bl
* | e Standing ||ft|ng etc How to Apply: - Follows safe work practices and procedures in sup-
’ Please forward a cover letter and résumé to: port of OMPL's Safety and Health Policy
-Sala ry/wa ge information Human Resources - Assumes budgetary responsibilities as needed
Email: hr@ompl.org - Participates as a member on the Collection Manage-
-Job reSpOnSlblIltleS/dUtleS Please quote “Information Services Coordinator, Main Ment Team in the development of collection develop-
Branch” in the subject line ment policies and priorities
NO PHONE CALLS. - Acts as a system-wide resources for info. services
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