
 

 
Job Title: Head of Youth and Teen Services  Department: Youth Services 

Reports To: Library Director   Employment Status: Full Time, Not Exempt  

Weekly Work Hours: 37.5 Hours   Pay Rate: $28.35 

Benefits: IMRF participation; Paid Sick, Vacation, Personal, and Holidays 

Major Medical, Dental, Vision, and Life benefits 

 

General Summary: Under the supervision of the Library Director, the Department Head will be 

responsible for managing staff, collections, services, programs and activities in the Youth and 

Teen departments. The Department Head is responsible for overseeing expenditures, physical 

and virtual resources and spaces in Youth and Teen, as well as fostering and developing 

relationships with schools and community stakeholders and developing long and short-term 

departmental goals in collaboration with staff and Administration.  

Responsibilities and Job Functions: 

 Works with staff to develop, plan, and implement creative and dynamic programming for 

children birth-twelfth grade, as well as their caregivers  

 Develops and maintains effective relationships with schools in order to plan and deliver 

programs and services that meet the local needs and interests 

 Delivers outreach to local schools, community organizations, including parks, social 

services agencies, and civic clubs, and develops and nurtures these ongoing relationships 

 Facilitates youth reading programs 

 Assists patrons with the use of resources including but not limited to: bibliographic 

instruction, on-line catalogs, computers, and eBooks 

 Provides friendly, courteous and accurate reference and readers/media advisory service to 

all users 

 Oversees displays, booklists and departmental marketing materials  

 Manages collection development of Youth Services Department 

 Selects Youth Services materials, media, furnishings and equipment 

 Purchases program supplies and other materials for the department 

 Oversees dedicated budget expenditures 

 Works with staff and administration to develop departmental long and short term goals 

 Contributes to the management team in a collaborative atmosphere and serves as a 

“Person In Charge” as needed 

 Prepares a monthly department report for the Board of Trustees 

 Upholds library policy and procedures and insures staff does same 

 Supervises staff which includes: Maintain scheduling/ department staffing coverage; 

prioritizing and assigning work; conducting performance evaluations; ensuring staff is 

trained; coordinating and tracking continuing education of staff; ensuring that employees 

follow policies and procedures; fostering creativity; troubleshooting scheduling and other 



departmental situations that arise, providing support for staff as needed and working with 

administration on decisions regarding the hiring, evaluation and discipline of staff. 

 Works with staff on relevant grants when the opportunity and funding are available 

 Keeps current on evolving trends and practices related to YS and YA 

 Works with staff and IT to develop and incorporate appropriate and evolving technology 

and resources 

 Attends professional development and continuing education offerings as relevant 

 Performs other duties as assigned 

 

Qualifications and Requirements 

 Must be able to work days, nights, weekends and holidays as needed to meet the various 

demands of meetings, staffing and facility management, and ability to assist in 

emergencies as needed 

 Ability to work effectively with both external and internal stakeholders 

 Ability to communicate effectively both orally and in writing with staff and community 

members 

 Ability to work independently and as part of a team 

 Ability to uphold and enforce library policy and procedures  

 Ability to exercise good and professional judgment, using discretion and tact as needed 

 Capable of implementing change and streamlining procedures 

 Demonstrated commitment to professional development and continuing education 

 Open to the ideas and opinions of others 

 Understands the importance of early literacy efforts and promotes them as fundamental 

building blocks to language development. 

 Ability to understand and match readers to books. 

 To create and manage expectations for student behavior while on library property. 

 Comfortable speaking in front of large and small audiences 

 At ease in a variety of social settings and can establish community partnerships that are 

beneficial to the library and the community 

 Ability to analyze data to determine the effectiveness of library services to the 

community 

 Understands the fundamentals of collection management 

 Ability to prioritize the work of the department, and to have the flexibility to adjust work 

when necessary 

 Understand the role of technology and how to translate its many functions for use in the 

library 

 Strong project management skill set to ensure successful supervision of the department 

 Knowledge of public library operations, and the fundamental principles of librarianship 

 Ability to utilize supervisory and leadership skills in order to maximize the teams’ 

strengths and also the ability to facilitate growth 



 

Education, Experience and Training: 

 MLS from an ALA-accredited college or university 

 Minimum three years of library experience; youth service experience preferred. 

 Minimum one year working in a supervisory role 

 Minimum one year of experience working with youth, teens, or families 

 Valid Driver’s License, Proof of insurance, and access to a vehicle. 

 Familiarity with and ability to use basic library computer resources including, but not 

limited to: Microsoft Office (Word, Excel, PowerPoint, and Publisher), integrated library 

systems and various library related vendor software (ordering, email etc.) 

 Previous budget experience desirable 

 

Working Conditions: Work is performed in a typical library environment or a similar off-site 

setting, occasionally an outdoor setting. 


