
 

Job Posting 
 
 

Position Department               Reports To 
Public Services and 
Outreach Librarian 

Library Services Director- Library Services 

 
Grace College and Seminary welcomes diversity, and makes employment opportunities available to all applicants 
and employees without regard to race, color, pregnancy, age, ancestry, national origin, disability, citizenship 
status, military status, genetic information, or any other legally protected category. 
Scope of Responsibilities: 
The Public Services and Outreach Librarian is responsible for providing access to the collection and assist 
patrons in the use of library resources and services to improve teaching and learning effectiveness in the Morgan 
Library. 
 
General Responsibilities: 

A. Electronic Resources 
1. Identifies and develops new digital tools and information resources that advance scholarly inquiry, 

while supporting innovative library instruction services.  
2. Collaborates with the Associate Director for Public and Electronic Services on technology initiatives 

within the library, identifying emerging trends and technologies in electronic resources that have the 
potential for new and innovative library services. 

B. Access Services   
1. Processes and monitors interlibrary loan requests from Grace College and Seminary users to obtain 

research materials from lending institutions through the U.S. and internationally.   Fills requests for 
Grace College & Seminary materials from borrowing institutions. 

2. Maintains proficiency with OLCC/WorldShare ILL software, Tipsaa, PALShare and SRCS. Stays 
informed of updates and new releases, and makes use of a network of ILL users, both local and 
national, to maintain awareness of best practices and to solve technical problems. 

3. Trains and supervises student assistants who carry out tasks such as scanning materials, paging 
resources, packaging materials for US Mail and InfoExpress  shipments for outgoing ILL materials, 
record keeping, etc. Continually seek new ways to improve workflow and better utilize student 
assistants. 

4. Compiles and analyzes ILL borrowing and lending statistics. Monitors compliance with copyright 
regulations. Identify resources for purchase to support curriculum. 

5. Assists patrons with questions concerning submission, verification, retrieval, and delivery of 
interlibrary loan requests and materials. 

6. Oversees billing and payments related to overdue items, copyright, and borrowing charges not 
covered by reciprocal agreements. 

7. Takes advantage of professional and online networking resources to stay informed of ILL trends and 
innovations at peer institutions. Maintains awareness of new services and technologies in the field of 
ILL. 

8. Communicates with State Library concerning INFOExpress Statewide Delivery system and Grace 
College & Seminary calendar.  

9. Works with the Associate Director for Public and Electronic Services to establish and evaluate 
policies and procedures governing the exchange of materials with other institutions.  

10. Supports the library in using and applying current technologies, e.g. social media, mobile, web, cloud 
computing, and multimedia tools. 

11. Oversees the creation and development of promotional materials for library programs and events. 
12. Oversees the Library’s presence in approved social media networks and oversees the development 

and implementation of social media plans and programs; monitors networks and ensures 
consistency of Library messaging, positioning, brand and graphic standards. 

 



C. Instruction 
1. Develops and supports technology-rich learning spaces (virtual reference, web tutorials, audio/video 

media, online learning modules, other library digital initiatives).   
2. Creates user guides on the SpringShare LibGuide platform. 

D. Assessment 
1. Collects statistical data from all database vendors and locally generated tools monthly.   
2. Maintains spreadsheet for statistical data. 

E. Collection Development 
1. Participates in Collection development in all formats (print, electronic, books, journals in two 

disciplines consistent with education and knowledge.  
F. Administrative Responsibilities 

1. Participates on the team of librarians to identify library related needs of faculty, researchers, 
graduate and undergraduate students.  

2. Monitors and evaluates the effectiveness of operations and procedures and continuously promote 
and improve quality. 

3. Participates in appropriate faculty and professional activities. 
4. Provides reference and research assistance to library users in an efficient and effective manner, and 

implement changes to meet service demands. 
5. Assists with reference desk coverage and library instruction. 
6. Serves as a resource to teaching faculty to improve communication and to identify needs/concerns.  
7. Ensures the integrity, privacy, and confidentiality of patron records and transactions. 

 
Qualifications: 
Minimum: 

1. Master Degree or equivalent from an accredited institution. 
2. Knowledge of OCLC and other library databases. 
3. Knowledge of current issues and trends in libraries.  
4. Experience or coursework directly related to instruction or educational methods. 

 
Preferred: 

1. Master of Library Science Degree from an ALA-accredited institution. 
2. Work experience with electronic resource management, serials, acquisitions, interlibrary loan, or 

social media. 
 
A completed employment application, resume, 2 employment references and a spiritual life reference 
must be submitted in order to be considered for employment. Applications are available in the Human 
Resource Office or can be downloaded at http://www.grace.edu, Employment. Applications are 
submitted by email to employment@grace.edu. 

 
Status: Part Time; Non-Exempt Posted: 8-4-2019 

http://www.grace.edu/about/employment/faculty/staff-applications
mailto:employment@grace.edu
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