CITY OF WEST LIBERTY, IOWA

Youth Services Coordinator

DATE: Adopted 8/19/20, Reviewed 5/2023; 4/2026
CLASSIFICATION: Non-exempt DEPARTMENT: Library

JOB DESCRIPTION:

Summary/Objective

Under the direction of the Library Director, this position leads Youth Services for children ages 0-
12. The Coordinator provides public service to children and families; oversees children’s
collections; develops programs and outreach; supervises part-time staff during daily operations;
manages volunteers; and collaborates with other staff to support teen and all ages services as
assigned.

DISTINGUISHING CHARACTERISTICS:

The Youth Services Coordinator serves as the Library Director in the Director’s absence when the
Adult & Teen Services Coordinator is also unavailable. This professional position is directly below
the Library Director and leads Youth Services. The Coordinator supervises assigned part-time staff
and volunteers, manages departmental operations, and collaborates with other professional staff to
support high-quality public service and community engagement for children, tweens, and

ESSENTIAL FUNCTIONS:

Reasonable accommodations will be made enable individuals with disabilities to perform essential
functions.

e Public Service: Provides reference, circulation, and readers’ advisory services for children,
tweens, caregivers, and educators; assists with technology and digital resources.

e Collection Management: Manages children’s collections (ages 0-12) through selection,
weeding, merchandising, and data-informed decision-making.

e Programs & Qutreach: Plans, delivers, and evaluates children’s programs; supports tween
programming; coordinates outreach to schools, preschools, and community partners.

e Community Engagement: Represents the library at youth-focused community events; builds
partnerships that support early literacy, family engagement, and middle-grade readers.

o Staff & Volunteer Support: Supervises part-time staff during daily operations; manages youth
volunteer recruitment, training, scheduling, and tasks; communicates staff needs to the Library
Director.

e Teen Services Collaboration: Provides secondary support for teen services as assigned,
including shared public service coverage, basic teen readers’ advisory, assistance with teen
events, and coordination with the Adult & Teen Services Coordinator.

e Data & Reporting: Tracks program participation, outreach activity, and collection data; support
budget tracking for assigned areas.

e Safety &Environment: Maintains an inclusive, safe and developmentally appropriate
environment; applies de-escalations and behavior-management strategies as needed.



QUALIFICATIONS:

e Knowledge of youth services, early literacy, child development, and public library service
models.

Familiarity with programming, outreach, collection development, and family engagement.
Strong communication, customer service, and technology skills.

Ability to interact effectively with children, caregivers, educators, and community partners.
English proficiency; Spanish preferred.

SKILLS AND ABILITIES:

e Ability to lead a department and supervise daily staff operations.

e Ability to plan and evaluate youth and tween programs.

e Ability to maintain a welcoming environment and support positive behavior.
e Ability to manage multiple tasks and adapt to changing needs.

TRAINING AND EXPERIENCE REQUIREMENTS:

Education: Graduation from High School or equivalent (GED) and
Bachelor’s Degree in library science or related field; or
comparable experience.

Experience: At least two years related experience.

Preferred Education/Training: Master’s Degree in library science or related field.

LICENSING REQUIREMENTS:

State of lowa Public Librarian’s Certificate or ability to obtain within 1 year of hiring.

ESSENTIAL PHYSICAL ABILITIES:

Ability to stand, walk, lift up to 20 Ibs., and perform repetitive motions; ability to communicate
clearly in person and electronically.

SUPERVISORY RESPONSIBILITY:

Provides daily supervision of assigned part-time staff and full oversight of youth volunteers. The
Library Director retains responsibility for hiring, scheduling, and most training of part-time staff.

POSITION TYPE AND EXPECTED HOURS OF WORK:

This is a full-time position. Hours follow library operating schedule (typically 8:00 am — 8:00 pm).
Evening and weekend work required. Serves as Librarian on Duty when assigned and acts as the
Library Director if both the Director and the Adult & Teen Services Coordinator are unavailable.

DISCLAIMER:

This job description describes the general nature and level of work performed. It is not an
exhaustive list of all duties. Duties may change as needed. Employment with the City of West
Liberty is at-will unless otherwise established by law or contract.

SIGNATURES:

Employee signature below constitutes employee's understanding of the requirements, essential
functions, and duties of the position.

Employee Date




