Hampton University
Hampton, Virginia 23668

Job Title: Associate Director for Public Services
Department: William R. & Norma B. Harvey Library
Reports To: Director of the Library
Date: July 15, 2011
A
General Statement of Responsibilities: Provide administrative oversight for Public Services, including circulation, course reserves, and interlibrary loan for on campus students and for students enrolled in online programs and/or at satellite campuses. Plan and participate in service and program activities that advance the strategic goals of the library. 
Specific Duties and Responsibilities: 
1. Oversee programs and develop new programs that provide public services to the students, faculty, and staff of Hampton University.

2. Supervise circulation and interlibrary loan staff. Develop and implement activities, policies, and procedures relative to those functional areas. 
3. Provide coordination and direction for library services to students on satellite campuses.

4. Implement evaluation and assessment activities relative to public services. Maintain statistical data and prepare reports relative to public services.

5. Coordinate access to library services and resources for students participating in online programs. 

6. Develop stacks management plan for effective space utilization in cooperation with other librarians.

7. Provide reference services to the user community as scheduled including some evenings and weekends. Serve as a member of the Reference Team.
8. Provide instructional services to the user community as assigned. 

9. Serve as the library liaison to assigned departments and participate in collection development activities in assigned subject areas. 
10. Participate in the development and enforcement of policies and procedures that ensure the effective and efficient operation of the library. 

11. Serve as an advocate for the library by serving on library, university, and regional committees, and by participating in professional development activities. 

12. Perform other duties as assigned in order to advance the strategic goals of the library in connection with the strategic goals of the university. 
Qualifications: Required: ALA-accredited MLS. Demonstrated experience in public services.  Supervisory experience. Knowledge of issues and trends relative to public services in academic libraries. Ability to establish effective working relationships with a diverse group of students, faculty, and staff. Experience with integrated library systems. Knowledge of web-based reference resources.  Must have a strong commitment to service and teamwork. Excellent oral and written communication skills, presentation, and interpersonal skills. 
To Apply: To apply, send a cover letter, resume and names of three references to Attn: Faye Watkins, Harvey Library, Hampton University, 130 E Tyler Street, Hampton, VA 23668 or email the documents to faye.watkins@hamptonu.edu. 

