
Hopkins County-Madisonville Public Library 
Circulation Supervisor/Technology Coordinator 
 
REPORTS TO:  Library Director 
JOB STATUS:  Full-time, Salary, Exempt 
PAY RANGE:  $14.00-$15.00 ($29,120-$31,200) 
REVISED:  8/01/2018 
 

Basic Function: 
Under the general direction of the Library Director, the Circulation Supervisor has the main 

responsibilities of supervising the circulation staff and overseeing the day-to-day functioning of the 

circulation desk and public use computer areas within the library.  In addition to the responsibilities as 

outlined for the Circulation Assistant, the Circulation Supervisor’s responsibilities include working at 

the circulation desk, assisting library users with basic utilization of online catalog, public use 

computers, and other library equipment, maintaining circulation reports, and working with customers 

on dispute resolution.  This position is also responsible for serving as the library system’s IT point of 

contact by managing, coordinating, and maintaining all computer-related systems, services, devices, 

and programs. 

The Library expects all employees to observe and develop our core values of:  Motivation, Positive 

Attitude, Respect for Others, Strong Commitment to Customer Service, Sense of Humor, Integrity, 

Honesty, Tolerance and Flexibility. 

Responsibilities (which are assigned and may include):  

• Hires, supervises, trains, evaluates, and schedules circulation assistants 

• Oversees the daily operations of the circulation desk and public use computer areas within the 
library, including performing regular circulation assistant duties 

• Addresses and resolves customer questions and complaints 

• Manages circulation desk records 

• Reports regularly to the Library Director on Circulation Desk activities 

• Manages meeting room reservations 

• Participates in development and revision of circulation and public use computer policies and 
procedures 

• Participates in the planning and evaluation of library services, including making 
recommendations for improvements and suggestions for new services 

• Assist public in accessing information by interviewing, evaluating, selecting, and using library 
materials and equipment to meet specific needs. 

• Instruct staff and public – both individually and in group settings – in the usage of print and 
electronic resources, including the OPAC, databases, reference collection, and 
digital/information literacy. 

• Interpret inquiries and answer reference questions – in person or by phone, e-mail, or letter. 

• Participates in and promotes library programs and services 

• Monitors and suggests corrections to the online catalog 

• Assists with the selection and installation of new computer applications, systems, and 
equipment 



• Develops and maintains an awareness of current library issues and trends 

• Performs related work as required and assigned for the efficient and effective operations of the 
library 
 

Technology Coordinator Responsibilities: 

• Manage the entire library system’s technology needs, including selecting, installing, and 
maintaining all library computer applications, software, databases, equipment, network and 
systems; and, when possible, perform system repairs, updates, and upgrades. 

• Work with technology vendors and contractors to address and resolve computer issues 
across the library system. 

• Manage records pertaining to the library system’s technologies. 

• Assist in preparing the annual budget as it relates to information technology. 

Other Responsibilities: 

• Ensure maintenance of daily and monthly library statistics, including door count, wi-fi, 
circulation, etc. 

• Create monthly narrative and statistical reports of the position’s activities. 

• Ensure public receives excellent customer service. 

• Interpret library policies and procedures to the public in a customer-friendly manner. 

• Maintain a tidy, uncluttered office space. 

• Participate in the planning and evaluation of library services, including making 
recommendations for improvements and suggestions for new services, and creating 
oral/written reports. 

• Present information about library services and programs to individuals and groups. 

• Serve as PIC (person in charge), as directed. 

Experience and Educational Requirements: 

• Associate degree or equivalent higher education or vocational training specializing in business 
management, liberal arts, computer science or related fields required. 

• Minimum of five years of experience in customer service and supervision with preference for 
library work experience. 

• Other combinations of education, experience and training that provides the required 
knowledge, skills, and abilities to perform the duties and responsibilities of the position may 
substitute. 

• Extensive computer experience with standard office software, including Microsoft Office 
products, e-mail, Internet usage, and electronic devices 

• Must be able to meet and maintain state library certification requirements 
 
Basic Skills Requirements: 

• Excellent interpersonal and communication skills 

• High level of comfort with technology and ability to instruct others less experienced 

• Ability to work with library software and equipment 

• Ability to conduct monetary transactions accurately 

• Ability to work independently and set priorities 

• Strong writing and presentation skills 
 



Other Requirements: 

• Must be able to pass a substance abuse test and criminal background check. 
 
Physical Demands: 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

Individuals may need to sit or stand for extended periods.  Manual dexterity to manipulate library 

materials required.  Ability to communicate orally and in writing effectively.  Work extensive hours at 

the computer screen.  Reaching above shoulder height, below the waist or lifting as required to file 

documents or store materials throughout the work day.  Ability to do repetitive tasks with speed and 

accuracy.  Employee may need to carry, push, pull, or lift up to 30 pounds.  Proper lifting techniques 

required.  Push and pull fully loaded (50-100 pounds) book trucks.  Ability to work under pressure, 

coordinating multiple responsibilities simultaneously, and meet firm deadlines. 

Work Environment: 

The work characteristics described here are representative of those an employee encounters while 

performing the essential functions of this job.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

Employee performs complex tasks requiring independent knowledge and its application to non-routine 

situations.  The ability to work in an environment subject to continuous interruptions and background 

noises is essential.  Also, the ability to work under stress of deadlines, changing priorities, and 

conditions is necessary. 

 

Noise level in the work environment is generally quiet.  May be exposed to dust, insects/spiders, mold, 

and/or mildew, fluctuation in inside temperatures and electro-magnetic radiation as in a computer 

screen.  In addition, in working with the public and handling public materials, some exposure to germs 

is an occupational hazard as well as exposure to outdoor conditions and certain chemicals (ink, glues, 

dyes, etc.) relevant to library work.  

 

Personal Attributes 

Ability to deal with associates and the public in a courteous manner with excellent interpersonal skills, 
ability to communicate well with individuals; neat, professional personal appearance; emotionally 
stable; must demonstrate initiative and good judgment; must possess a pleasing manner. 
 
The job description is not a contract between the Library and the employee.  The Hopkins County-
Madisonville Public Library is an at-will employer.  The job description duties may be changed at the 
discretion of the Library and/or the Library may request the employee to perform duties that are not 
listed on the job description. 


