TOWN OF YARMOUTH
1146 ROUTE 28, SOUTH YARMOUTH, MASSACHUSETTS 02664-24451
Telephone (508) 398-2231, ext. 1271, Fax (508) 398-2365

TOWN
ADMINISTRATOR
Robert L. Whritenour, Jr.
------------

DIRECTOR OF
HUMAN RESOURCES
Sarah O’Reilly

Notice of Meeting
Name of Committee or Board: Personnel Board
______________________________________________
Date of Meeting: September 14, 2021
Time: 4:00 pm
Place: Yarmouth Town Hall, Conference Room B
Agenda Items:
I.

Public Comment

II.

August 10, 2021 Meeting Minutes Review and Approval

III.

Library Youth Services Supervisor Position review, grading and
possible vote

IV.

Library Circulation Supervisor Position review, grading and possible
vote

V.

Discussion re: education and experience section of manual; discussion
re: physical skills/demands rating and possible manual update votes

VI.

Discussion re: Job Description template

VII.

Nomination/Election of Chair/Co-chair

VIII. Personnel Board proposed Meeting:
IX.

Adjourn

To:
From:
Subj:
Date:

Sarah O’Reilly, Human Resources Director
Jane Cain, Library Director
Updating 2 Library Job Descriptions
September 9, 2021

In 2017, I worked with the Assistant Town Administrator and the Personnel Board to upgrade
two Staff Librarian positions to Grade 11, Reference Supervisor and IT/Technical Services
Supervisor positions.
My original goal this year was to update and upgrade the two remaining Staff Librarian position
descriptions from Grade 9 to Grade 11 with these titles: Circulation Supervisor and Youth
Services Supervisor, consistent with the other updated titles and level of responsibility, since
these positions had traditionally been under the same Job Description umbrella. Furthermore, in
June 2021 the Staff Librarian title was repurposed to create a description at the individual
contributor level which better reflects the skills and abilities required to meet the demands of
technology, complexities of library information, and customer service, in the modern age.
The Youth Services Supervisor anticipates the learning and enrichment needs of children from
birth to age 18 and their families, is aware of current information topics, technology and
education, reading and storytelling for all ages. This position manages a 5-figure materials
budget, selects books and other materials – based on academic standards, school curricula, public
demand and enrichment potential for children and families. The person in this position plans and
executes an average of 250 interactive programs on a broad spectrum of topics each year for
families and children of all ages, and recommends and selects library furniture and equipment,
computer components, and more. A Youth Services Librarian typically has classroom teaching
experience, mentors and encourages intellectual development, and possesses razor-sharp
listening and comprehension skills, an awareness of a broad array of resources and the ability to
respond diplomatically to myriad questions and social service demands. In Yarmouth, this
position manages one full-time staff member and a troop of volunteers.
The Circulation Supervisor requires a strong command of technology, as well as customer
service expertise, supervisory skill, diplomacy, intelligence and quick-thinking. The position
requires the same skill set as any technology-based position, along with supervisory and
workflow management control for a department of twelve (5.5 FTE) information and customer
service specialists, most with rotating schedules, in a fast-paced environment. The Circulation
Supervisor must have superior personnel management skills, quick thinking, and high-level
frontline customer service abilities.
Both positions report directly to the Library Director. They have budget and personnel
management responsibilities. Myriad technology platforms and complicated online databases
require expert search capabilities and vast knowledge in modern library services.

Job Description
Position Title: Youth Services Supervisor
Job Code: TBD
Salary/Grade:
Grade 10
Reports To: Director of LibrariesDirector of
Libraries

Union: None
Status: Full-time
FLSA/EEO: Non-exempt/ Professional
Last Revision Date: 07/19/2002;
6/15/2021; 8/10/21

Definition: Overview:
Working under the general direction of the Library Director, the Youth Services Supervisor
performs Pprofessional, supervisory, administrative, technical, and direct service work of a
complex and responsible nature;. Responsible for services to children from birth to age 18 and
their families. Assists in planning, managing and implementing the operations of a library
departmentprogram.
Duties require complex and responsible independent judgment and initiative; assignments are
completed according to established procedures and departmental policies and in accordance with
established library principles and pertinent local, statewide, and national laws, regulations and
practices. Develops policies and procedures in the Children’s Room and Teen Room.. Unusual or
difficult situations are referred to the Library Director.
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Independently performs varied complex and responsible tasks requiring knowledge of youth
development, families, reading and learning, customer service and library programming,
communication, budgeting, and general administrative work.
Supervision:
Works under the general direction of the Library Director.
Supervisory Responsibilities:
As a member of the supervisory team and in conjunction with the Director of Libraries, Ttrains,
supervises and assigns tasks and projects to one (1) full-time equivalent employee, and assigns
tasks to part-time substitute assistants, volunteer(s) and page(s) when assigned to the children’s
room. Position requires complex and responsible independent judgment and initiative;
assignments are completed according to established procedures and departmental policies and
standards and in accordance with established library principles and pertinent local, statewide, and
national laws, regulations and practices. Develops policies and procedures in the Children’s
Room and Teen Room. Unusual or difficult situations are referred to the Library Director. Handles
all Handles all routine personnel management functions with the Principal Office Assistant
(POA) including all staff scheduling, evaluations for full-time Youth Servics staff; refers unusual
cases to the Director. Plans and executes staff development for continuous improvement.
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Oversees the instruction and training of Circulation staff and volunteers. Assists Director in
maintaining confidential departmental personnel information. monitors staffing levels; assigns
Circulation personnel and develops work schedules; handles all routine personnel management
functions with the Principal Office Assistant (POA) including all staff scheduling, evaluations
for full-time Circulation staff; refers unusual cases to the Director.
Assists in the day-to-day supervision of public library operations, library policies and programs
including handling reserved items, overdue and lost materials and network-wide procedures.
As a member of the supervisory team, plans, develops, and implements library policies;
identifies community needs and responds to requests; performs related public relations work.
As a member of the senior team, coordinates and Ddevelops services for children system-wide;
plans and implements programs and activities for children both in the libraries and in the
community to stimulate the desire to learn and grow. Interacts with parents, school personnel and
other childcare providers within the town and region. Responsible for planning, tracking and
managing the Youth Services budget for materials acquisition, equipment and supplies, as well
as program funding. Monitors expenditures and with Director, approves purchases for Youth
Services. Integrates computers as learning and information tools in Youth Services. Works with
Director to develop and manage grants.
Responsible for selection, purchasing and maintenance of children, teen, and parenting
collections in all formats; evaluates the collection for balance and comprehensiveness, as well as
diversity, equity and inclusion; coordinates removal of library materials. Directs and executes
publicity, including public relations, displays, calendar of activities, press releases, and social
media for the promotion of children’sYouth Services library activities and services.
Performs reference services in Youth Services; assists patrons with requests for information or
materials; searches sources; provides reader’s advisory services; teaches patrons how to use the
library computer catalog and other technical equipment. Organizes and implements all school
and community outreach.
Oversees the physical condition and appearance of the Youth Services areas, including
Children’s and Teen Rooms, to provide an appealing, functional and safe environment for
children of all ages, adults, parents and care givers; assists with circulation procedures as needed.
Is trained in safety and evacuation techniques.
Manages confidential information for both the public and staff. Information could include
privileged health, financial, and other personal information.
Recommends, enforces and interprets library policies pertaining to the circulation of materials and
use of equipment in the cooperative network environment of the Cape Libraries Automated
Materials Sharing (CLAMS); assists patrons in the use of library facilities and resources.
Receives and responds to complaints and/or special requests from patrons and community
groups, providing response or conflict resolution.
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Participates in policy formation and develops procedures related to Youth Services. Interprets
policy and explains procedures to the public. Represents library at local and regional library
conferences, meetings and workshops. Conducts and leads such meetings as needed.
May participate in network, regional or internal committees; reads professional literature; attends
and participates in staff meeting discussions.
Compiles, reviews and interprets statistical data regarding use of materials, technology and
programming in Youth Services. Prepares regular statistical and program summary reports for
Director. Assists with special projects.
Recommends, enforces and interprets library policies pertaining to the circulation of materials and
use of equipment in the cooperative network environment of the Cape Libraries Automated
Materials Sharing (CLAMS); assists patrons in the use of library facilities and resources.
Participates in promotional efforts at the request of the Director; may participates in and
represent the library in the community; performs community outreach, and may participate on
municipal task forces and committees. Represents library at local and regional meetings,
conferences and workshops. Performs a variety of professional library activities necessitated by
staff absences or vacancies in Circulation Department.
Works with the Technical Services Librarian, to determine appropriate technology for Youth
Services: computer hardware and software, online databases, peripherals, and other equipment.
Helps to maintain, troubleshoot, and repair library computers and other electronic devices, and
audiovisual equipment. Trains staff and assists public in proper handling, care and use of
computers, applications, and equipment.
May performPerforms a variety of clerical duties, including typing, filing, data entry, and
website maintenance. Registers new borrowers, checks in and out materials, recommends,
maintains and administers museum passes, and maintains complete and accurate patron
circulation records. Works cooperatively with Technical Services on classification and
cataloging of youth materials as needed. Reports potential maintenance issues to the Principal
Office Assistant or the Director.
Complies with OSHA safety regulations and implements the Town’s safety policies and
procedures, ensuring safe working conditions and practices within the facility. Attends safety
training for employees as required.
Performs other duties as needed for efficient library operations. May serve as Director during in
the absence of Library Director.

Responsible for Youth Services staffing and work schedules. Plans and executes staff
development and evaluation for continuous improvement. Operating hours require evening hours
and a rotating weekend schedule throughout the year.
Job Environment:
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Performs highly responsible work requiring the frequent exercise of judgment in managing the
day-to-day operation of the Youth Services functions of the town libraries. May be first point of
contact for public when in Youth Services. Work is performed under typical office conditions at
two separate facilities.; library hours require some evening and weekend work.
Makes frequent contact with other library personnel, library visitors, Library Board members,
Association members, school officials and vendors. May represent Library at regional functions,
and on regional and statewide library task forces and committees.
Operates computers, multi-media workstations, and other standard library equipment.
Errors could result in lower standards of library service, damage to library equipment and
buildings, monetary loss, and adverse public relations. Operating hours require evening hours
and a rotating weekend schedule throughout the year.
Essential Functions:
(The essential functions or duties listed below are intended only as illustrative of the various types of
work that may be performed. The omission of specific statements of duties does not exclude them from the
position if the work is similar, related or a logical assignment to the position. Youth Services Supervisor
may perform some or all of the functions listed immediately below as well as those specific to the
specialized duties of the position.)

As a member of the senior team, coordinates and develops services for children system-wide;
plans and implements programs and activities for children both in the libraries and in the
community to stimulate the desire to learn and grow. Interacts with parents, school personnel and
other childcare providers within the town and region. Responsible for the Youth Services budget
for materials acquisition, equipment and supplies, as well as program funding. Monitors
expenditures and with Director, approves purchases for Youth Services. Integrates computers as
learning and information tools in Youth Services. Works with Director to develop and manage
grants.
Responsible for selection, purchasing and maintenance of children, teen, and parenting
collections in all formats; evaluates the collection for balance and comprehensiveness, as well as
diversity, equity and inclusion; coordinates removal of library materials. Directs and executes
publicity, including public relations, displays, calendar of activities, press releases, and social
media for the promotion of children’s library activities and services.
Performs reference services in Youth Services; assists patrons with requests for information or
materials; searches sources; provides reader’s advisory services; teaches patrons how to use the
library computer catalog and other technical equipment. Organizes and implements all school
and community outreach.
Oversees the physical condition and appearance of the Youth Services areas, including
Children’s and Teen Rooms, to provide an appealing, functional and safe environment for
children of all ages, adults, parents and care givers; assists with circulation procedures as needed.
Is trained in safety and evacuation techniques.
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Receives and responds to complaints and/or special requests from patrons and community
groups, providing response or conflict resolution.
Participates in policy formation and develops procedures related to Youth Services. Interprets
policy and explains procedures to the public. Represents library at local and regional library
conferences, meetings and workshops. Conducts and leads such meetings as needed.
May participate in network, regional or internal committees; reads professional literature; attends
and participates in staff meeting discussions.
Compiles, reviews and interprets statistical data regarding use of materials, technology and
programming in Youth Services. Prepares regular statistical and program summary reports for
Director. Assists with special projects.
Recommends, enforces and interprets library policies pertaining to the circulation of materials and
use of equipment in the cooperative network environment of the Cape Libraries Automated
Materials Sharing (CLAMS); assists patrons in the use of library facilities and resources.
May perform a variety of clerical duties, including typing, filing, data entry, and website
maintenance. Registers new borrowers, checks in and out materials, recommends, maintains and
administers museum passes, and maintains complete and accurate patron circulation records.
Works cooperatively with Technical Services on classification and cataloging of youth materials
as needed. Reports potential maintenance issues to the Principal Office Assistant or the Director.
Complies with OSHA safety regulations and implements the Town’s safety policies and
procedures, ensuring safe working conditions and practices within the facility. Attends safety
training for employees as required.
Performs other duties as needed for efficient library operations. May serve as Director during in
the absence of Library Director.
Recommended Minimum Requirements:
Education and Experience:
Bachelor’s degree is required. Master’s degree in Library and Information Science from an
ALA-accredited school is preferred. Three (3) to five (5) years’ experience in a public library
preferred, or any equivalent combination of education and experience.
Special Requirements:
Valid Driver’s License; must be able to successfully pass a CORI & SORI background check
Knowledge, Ability and Skill:
Knowledge: Strong knowledge of the organization and management of library operations.
Thorough knowledge of library computerized systems. Strong knowledge of professional library
resources. Thorough knowledge of Youth Services programs and collections, principles and
practices of professional library services and of the organization and management of public
libraries, including administration, personnel, technology, reference services with a focus on
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children and families. Thorough knowledge of library computerized systems, professional library
resources, and proprietary library applications. Broad knowledge of children’s and teen literature
and information resources.
Abilities: Ability to think and work independently, to analyze difficult departmental problems
and recommend innovative solutions. Ability to interact tactfully and appropriately with people,
especially children. Ability to direct the work of subordinates and manage library operations,
when necessary. Ability to manage numerous and diverse tasks at one time. Demonstrated ability
to exercise judgment and initiative. Ability to assure staff responsibility for maintaining
confidentiality of patron records and requests. Team-oriented with a demonstrated ability to
exercise judgment and initiative. Regular attendance and punctuality at the workplace is
required.
Skills: Skill in supervising various levels of staff and volunteers effectively; excellent
communication skills: ability to communicate clearly both orally and in writing; budgeting; time
management, planning and organization. Good decision-making and leadership skills. Excellent
customer service skills. Demonstrated patience and creative problem-solving skills. Skill in
working with all library equipment. Excellent computer skills. Ability to operate a keyboard at
an efficient speed.
Physical Requirements: Light physical effort required in carrying and shelving materials and in
performing other typical library functions. Frequent standing, walking, bending, reaching, and
climbing. Ability to operate a keyboard at an efficient speed. Frequently required to sit and talk
or hear, use hands to finger, handle, feel, or operate objects, tools, or controls; and reach with
hands and arms. The employee must regularly lift, and/or move materials weighing up to 30
pounds of bins, books, book carts, and materials. Vision requirements include the ability to read
routine documents and use a computer with vision and hearing correctable to normal ranges.
(This job description does not constitute an employment agreement between the employer and employee and is
subject to change by the employer as the needs of the employer and requirements of the job change.)

Revised: May August 2021
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Job Description
Position Title: Youth Services Supervisor
Job Code: TBD
Salary/Grade:
Reports To: Director of Libraries

Union: None
Status: Full-time
FLSA/EEO: Non-exempt/ Professional
Last Revision Date: 07/19/2002;
6/15/2021; 8/10/21

Overview:
Working under the general direction of the Library Director, the Youth Services Supervisor
performs professional, supervisory, administrative, technical, and direct service work of a
complex and responsible nature; Responsible for services to children from birth to age 18 and
their families. Assists in planning, managing and implementing the operations of a library
program.
Duties require complex and responsible independent judgment and initiative; assignments are
completed according to established procedures and departmental policies and in accordance with
established library principles and pertinent local, statewide, and national laws, regulations and
practices. Develops policies and procedures in the Children’s Room and Teen Room. Unusual or
difficult situations are referred to the Library Director.
Independently performs varied complex and responsible tasks requiring knowledge of youth
development, families, reading and learning, customer service and library programming,
communication, budgeting, and general administrative work.

Responsibilities:
As a member of the supervisory team and in conjunction with the Director of Libraries, trains,
supervises and assigns tasks and projects to one (1) full-time equivalent employee, and to parttime substitute assistants, volunteer(s) and page(s) when assigned to the children’s room.
Handles all routine personnel management functions with the Principal Office Assistant (POA)
including all staff scheduling, evaluations for full-time Youth Services staff; refers unusual cases
to the Director. Plans and executes staff development for continuous improvement.
Oversees the instruction and training of Circulation staff and volunteers. Assists Director in
maintaining confidential departmental personnel information. monitors staffing levels; assigns
Circulation personnel and develops work schedules; handles all routine personnel management
functions with the Principal Office Assistant (POA) including all staff scheduling, evaluations
for full-time Circulation staff; refers unusual cases to the Director.
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Assists in the day-to-day supervision of public library operations, library policies and programs
including handling reserved items, overdue and lost materials and network-wide procedures.
As a member of the supervisory team, plans, develops, and implements library policies;
identifies community needs and responds to requests; performs related public relations work.
Develops services for children system-wide; plans and implements programs and activities for
children both in the libraries and in the community to stimulate the desire to learn and grow.
Interacts with parents, school personnel and other childcare providers within the town and
region. Responsible for planning, tracking and managing the Youth Services budget for materials
acquisition, equipment and supplies, as well as program funding. Monitors expenditures and with
Director, approves purchases for Youth Services. Integrates computers as learning and
information tools in Youth Services. Works with Director to develop and manage grants.
Responsible for selection, purchasing and maintenance of children, teen, and parenting
collections in all formats; evaluates the collection for balance and comprehensiveness, as well as
diversity, equity and inclusion; coordinates removal of library materials. Directs and executes
publicity, including public relations, displays, calendar of activities, press releases, and social
media for the promotion of Youth Services library activities and services.
Performs reference services in Youth Services; assists patrons with requests for information or
materials; searches sources; provides reader’s advisory services; teaches patrons how to use the
library computer catalog and other technical equipment. Organizes and implements all school
and community outreach.
Oversees the physical condition and appearance of the Youth Services areas, including
Children’s and Teen Rooms, to provide an appealing, functional and safe environment for
children of all ages, adults, parents and care givers. Is trained in safety and evacuation
techniques.
Manages confidential information for both the public and staff. Information could include
privileged health, financial, and other personal information.
Recommends, enforces and interprets library policies pertaining to the circulation of materials and
use of equipment in the cooperative network environment of the Cape Libraries Automated
Materials Sharing (CLAMS); assists patrons in the use of library facilities and resources.
Receives and responds to complaints and/or special requests from patrons and community
groups, providing response or conflict resolution.
Participates in promotional efforts and represents the library in the community; performs
community outreach, and may participate on municipal task forces and committees. Represents
library at local and regional meetings, conferences and workshops. Performs a variety of
professional library activities necessitated by staff absences or vacancies.
Works with the Technical Services Librarian, to determine appropriate technology for Youth
Services: computer hardware and software, online databases, peripherals, and other equipment.
Helps to maintain, troubleshoot, and repair library computers and other electronic devices, and
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audiovisual equipment. Trains staff and assists public in proper handling, care and use of
computers, applications, and equipment.
Performs a variety of clerical duties, including typing, filing, data entry, and website
maintenance. Registers new borrowers, checks in and out materials, recommends, maintains and
administers museum passes, and maintains complete and accurate patron circulation records.
Works cooperatively with Technical Services on classification and cataloging of youth materials
as needed. Reports potential maintenance issues to the Principal Office Assistant or the Director.
Complies with OSHA safety regulations and implements the Town’s safety policies and
procedures, ensuring safe working conditions and practices within the facility. Attends safety
training for employees as required.
Performs other duties as needed for efficient library operations. May serve as Director in the
absence of Library Director.

Job Environment:
Performs highly responsible work requiring the frequent exercise of judgment in managing the
day-to-day operation of the town libraries. May be first point of contact for public when in Youth
Services. Work is performed under typical office conditions at two separate facilities.
Makes frequent contact with other library personnel, library visitors, Library Board members,
Association members, school officials and vendors. May represent Library at regional functions,
and on regional and statewide library task forces and committees.
Operates computers, multi-media workstations, and other standard library equipment.
Errors could result in lower standards of library service, damage to library equipment and
buildings, monetary loss, and adverse public relations. Operating hours require evening hours
and a rotating weekend schedule throughout the year.
Essential Functions:
(The essential functions or duties listed below are intended only as illustrative of the various types of
work that may be performed. The omission of specific statements of duties does not exclude them from the
position if the work is similar, related or a logical assignment to the position. Youth Services Supervisor
may perform some or all of the functions listed immediately below as well as those specific to the
specialized duties of the position.)

Recommended Minimum Requirements:
Education and Experience:
Bachelor’s degree is required. Master’s degree in Library and Information Science from an
ALA-accredited school is preferred. Three (3) to five (5) years’ experience in a public library
preferred, or any equivalent combination of education and experience.
Special Requirements:
Valid Driver’s License; must be able to successfully pass a CORI & SORI background check
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Knowledge, Ability and Skill:
Knowledge: Strong knowledge of the organization and management of library operations.
Thorough knowledge of library computerized systems. Strong knowledge of professional library
resources. Thorough knowledge of Youth Services programs and collections, principles and
practices of professional library services and of the organization and management of public
libraries, including administration, personnel, technology, reference services with a focus on
children and families. Thorough knowledge of library computerized systems, professional library
resources, and proprietary library applications. Broad knowledge of children’s and teen literature
and information resources.
Abilities: Ability to think and work independently, to analyze difficult departmental problems
and recommend innovative solutions. Ability to interact tactfully and appropriately with people,
especially children. Ability to direct the work of subordinates and manage library operations,
when necessary. Ability to manage numerous and diverse tasks at one time. Demonstrated ability
to exercise judgment and initiative. Ability to assure staff responsibility for maintaining
confidentiality of patron records and requests. Team-oriented with a demonstrated ability to
exercise judgment and initiative. Regular attendance and punctuality at the workplace is
required.
Skills: Skill in supervising various levels of staff and volunteers effectively; excellent
communication skills: ability to communicate clearly both orally and in writing; budgeting; time
management, planning and organization. Good decision-making and leadership skills. Excellent
customer service skills. Demonstrated patience and creative problem-solving skills. Skill in
working with all library equipment. Excellent computer skills. Ability to operate a keyboard at
an efficient speed.
Physical Requirements: Light physical effort required in carrying and shelving materials and in
performing other typical library functions. Frequent standing, walking, bending, reaching, and
climbing. Ability to operate a keyboard at an efficient speed. Frequently required to sit and talk
or hear, use hands to handle, feel, or operate objects, tools, or controls; and reach with hands and
arms. The employee must regularly lift, and/or move materials weighing up to 30 pounds of
bins, books, book carts, and materials. Vision requirements include the ability to read routine
documents and use a computer with vision and hearing correctable to normal ranges.
(This job description does not constitute an employment agreement between the employer and employee and is
subject to change by the employer as the needs of the employer and requirements of the job change.) Revised:
August 2021

Job Description
Position Title: Circulation Supervisor
Job Code: TBD
Salary/Grade:
Reports To: Director of Libraries

Union: None
Status: Full-time
FLSA/EEO: Non-exempt/ Professional
Last Revision Date: 02/21/2019;
8/10/20215/25/21

OverviewDefinition:
Working under the general direction of the Library Director, the Circulation Supervisor performs
Pprofessional, supervisory, administrative, technical, and direct service work of a complex and
responsible nature. Responsible for supervising frontline service to the public. A; assists in
planning, managing and implementing the operations of a library programdepartment.
Duties require complex and responsible independent judgment and initiative; assignments are
completed according to established procedures and departmental policies and in accordance with
established library principles and pertinent local, statewide, and national laws, regulations and
practices. Develops innovative solutions to customer service challenges. Unusual or difficult
situations are referred to the Library Director.
Supervision:
Works under the general direction of the Library Director.
Supervisory Responsibilities:
As a member of the supervisory team and in conjunction with the Library Director of Libraries,
Ttrains, supervises, and assigns tasks and projects to five (5) full-time-equivalent employees,
including part-time & provisional employees, volunteer(s) and page(s).
Oversees the instruction and training of Circulation staff and volunteers. Assists Director in
maintaining confidential departmental personnel information. monitors staffing levels; assigns
Circulation personnel and develops work schedules; handles all routine personnel management
functions with the Principal Office Assistant (POA) including all staff scheduling, evaluations
for full-time Circulation staff; refers unusual cases to the Director.
Assists in the day-to-day supervision of public library operations, library policies and programs
including handling of reserved items, overdue and lost materials and network-wide procedures.
As a member of the supervisory team, plans, develops, and implements library policies;
identifies community needs and responds to requests; performs related public relations work.
Assists in collection development. Selects, purchases and curates some material format, such as
the music collection.
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Responsible for the accounting of all money collected for fines and fees. Works with
administration to plan, track, and manage budget expenditures.
Maintains Circulation statistical records and prepares reports for Library Director and CLAMS
network.
Monitors shelving to ensure accuracy and timeliness; ensures that work areas and equipment are
appropriately maintained.
Recommends purchase of technical equipment and hardware, in cooperation with Technical
Service/IT Librarian, Principal Office Assistant (POA), and Library Director. May work jointly
with the Technical Service/IT Librarian in managing public computers, staff computers, econtent, and other resources.
Manages confidential information for both the public and staff. Information could include
privileged health, financial, and other personal information.
Recommends, enforces and interprets library policies pertaining to the circulation of materials
and use of equipment in the cooperative network environment of the Cape Libraries Automated
Materials Sharing (CLAMS); assists patrons in the use of library facilities and resources.
Participates in promotional efforts at the request of the Director; participates in and may
represent the library in the community; performs community outreach, and may participate on
municipal task forces and committees. Represents library at local and regional meetings,
conferences and workshops. Performs a variety of professional library activities necessitated by
staff absences or vacancies in Circulation Department.
Works with the Technical Services Librarian, to determine appropriate technology for the
libraries: computer hardware and software, online databases, peripherals, and other equipment.
Helps to maintain, troubleshoot, and repair library computers and other electronic devices, and
audiovisual equipment. Trains staff and assists public in proper handling, care and use of
computers, applications, and equipment.
Performs a variety of clerical duties, such as typing, filing, data entry, and website maintenance
with accuracy. Registers new borrowers, checks in and out materials; recommends, maintains
and administers museum passes, and maintains complete and accurate circulation records.
Reports potential maintenance repairs to the Principal Office Administrator or the Director.

Performs similar or related work as required, or as situation dictates. May serve as Director
during in the absence of Library Director.

Duties require complex and responsible independent judgment and initiative; assignments are
completed according to established procedures and departmental policies and in accordance with
established library principles and pertinent local, statewide, and national laws, regulations and
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practices. Develops innovative solutions to customer service challenges. Unusual or difficult
situations are referred to the Library Director.
Responsible for Circulation department staffing level and work schedule for all Circulation
employees, full-time and part-time, and for volunteers. Plans and executes staff development and
evaluation for continuous improvement.
Operating hours require evening hours and a rotating weekend schedule throughout the year.
Job Environment:
Performs highly responsible work requiring the frequent exercise of judgment in assisting in the
day-to-day operation of the town libraries. Is first point of contact for public when at the
Circulation desk and covers for staff absences at the front desk as needed. Work is performed
under typical library conditions at two separate facilities. Operating hours require evening hours
and a rotating weekend schedule throughout the year.
Makes frequent contact with other library personnel, library visitors, Library Board members,
Association members, school officials, and vendors. May represent Library at regional functions
and on regional and statewide library task forces and committees.
Operates computers and general office equipment. Errors could result in lower standards of library
service, monetary loss, damage to library equipment and buildings, and adverse public relations.

Complies with OSHA safety regulations and implements the Town’s safety policies and
procedures, ensuring safe working conditions and practices within the facility. Attends safety
training for employees as required.
Operates computers and general office equipment. Errors could result in lower standards of library
service, monetary loss, damage to library equipment and buildings, and adverse public relations.

Essential Functions:
(The essential functions or duties listed below are intended only as illustrative of the various types of work that may
be performed. The omission of specific statements of duties does not exclude them from the position if the work is
similar, related or a logical assignment to the position. Circulation Supervisor may perform some or all of the
functions listed immediately below as well as those specific to the specialized duties of the position.)

As a member of the senior team, plans, develops, and implements library policies; identifies
community needs and responds to requests; performs related public relations work. Assists in the
day-to-day supervision of public library operations, library policies and programs including
handling of reserved items, overdue and lost materials and network-wide procedures; monitors
staffing levels; assigns Circulation personnel and develops work schedules; handles all routine
personnel management functions with the Principal Office Assistant (POA) including all staff
scheduling, evaluations for full-time Circulation staff; refers unusual cases to the Director.
Manages confidential information for both the public and staff. Information could include
privileged health, financial, and other personal information.
Works in cooperation with Technical Services/IT Librarian to manage public computers, staff
computers, e-content and other resources.
Assists in collection development. Selects, purchases and curates some material format, such as
the music collection. Works with administration to plan, track, and manage budget expenditures.
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Maintains Circulation statistical records and prepares reports for Library Director, as requested.
Oversees the instruction and training of Circulation staff and volunteers. Helps staff to set and
achieve measurable goals. Consults with and makes recommendations to the Director about
recruitment and training; approves all Circulation leaves and absences. Assists Director in
maintaining confidential departmental personnel information.
Participates in promotional efforts at the request of the Director; participates in and may
represent the library in the community; performs community outreach, and may participate on
municipal task forces and committees. Represents library at local and regional meetings,
conferences and workshops. Performs a variety of professional library activities necessitated by
staff absences or vacancies in Circulation Department.
Works with the Technical Services Librarian, to determine appropriate technology for the
libraries: computer hardware and software, online databases, peripherals, and other equipment.
Helps to maintain, troubleshoot, and repair library computers and other electronic devices, and
audiovisual equipment. Trains staff and assists public in proper handling, care and use of
computers, applications, and equipment.
Prepares monthly circulation statistics reports and other periodic reports. Responsible for the
accounting of all money collected for fines and fees.
Recommends, enforces and interprets library policies pertaining to the circulation of materials
and use of equipment in the cooperative network environment of the Cape Libraries Automated
Materials Sharing (CLAMS); assists patrons in the use of library facilities and resources.
Monitors shelving to ensure accuracy and timeliness; ensures that work areas and equipment are
appropriately maintained.
Complies with OSHA safety regulations and implements the Town’s safety policies and
procedures, ensuring safe working conditions and practices within the facility. Attends safety
training for employees as required.
Performs a variety of clerical duties, such as typing, filing, data entry, and website maintenance
with accuracy. Registers new borrowers, checks in and out materials; recommends, maintains
and administers museum passes, and maintains complete and accurate circulation records.
Reports potential maintenance repairs to the Principal Office Administrator or the Director.
Performs similar or related work as required, or as situation dictates. May serve as Director
during in the absence of Library Director.
Education and Experience:
Bachelor’s degree required. Master’s degree in Library Science from an ALA-accredited school preferred. 3-5Three (3) years of library experience, or any equivalent combination of education and
experience.

Special Requirements:
Valid Driver’s License; must be able to successfully pass a CORI & SORI background check
Knowledge, Ability and Skill:
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Knowledge: Thorough knowledge of circulation operations in a network environment and, the
principles and practices of professional library services, including administration, personnel,
technology, and reference services. Thorough knowledge of library computerized systems and
proprietary library applications. Broad knowledge of literature and information resources.
Abilities: Ability to interact tactfully and appropriately with people, including children, and
staff. Ability to think and work independently. Ability to analyze complex system-wide problems
and recommend innovative solutions. Ability to direct the work of subordinates and manage
library operations, when necessary. Ability to perform numerous and diverse tasks at one time.
Demonstrated ability to exercise judgment and initiative. Ability to assure staff responsibility for
maintaining confidentiality of patron records and requests. Ability to learn new computer
operations and related library databases. Team-oriented with a demonstrated ability to exercise
judgment and initiative. Regular attendance and punctuality at the workplace is required.
Skills: Skill in supervising various levels of staff and volunteers effectively; excellent
communication skills: skill in clear communication, both orally and in writing, with a wide
variety of groups and individuals; budgeting; time management, planning and organizational
skills. Good decision-making and leadership skills. Excellent computer skills. Excellent
customer service skills. High level of expertise in ILS (Sierra preferred) with up-to-date
experience and skill set. Ability to operate a keyboard at an efficient speed.
Physical Requirements: Light physical effort required in carrying and shelving materials and in
performing other typical library functions. Frequent standing, walking, bending, reaching, and
climbing. Able to operate a keyboard at an efficient speed. Frequently required to sit and talk or
hear, use hands to finger, handle, feel, or operate objects, tools, or controls; and reach with hands
and arms. The employee must regularly lift and move materials weighing up to 30 pounds of
bins, books, book carts, and materials. Vision requirements include the ability to read routine
documents and use a computer with vision and hearing at or correctable to normal ranges.
(This job description does not constitute an employment agreement between the employer and employee and is
subject to change by the employer as the needs of the employer and requirements of the job change.)
Revised: SeptemberMay 2021

Job Description
Position Title: Circulation Supervisor
Job Code: TBD
Salary/Grade:
Reports To: Director of Libraries

Union: None
Status: Full-time
FLSA/EEO: Non-exempt/ Professional
Last Revision Date: 8/10/2021

Overview:
Working under the general direction of the Library Director, the Circulation Supervisor performs
professional, supervisory, administrative, technical, and direct service work of a complex and
responsible nature; assists in planning, managing and implementing the operations of a library
program.
Duties require complex and responsible independent judgment and initiative; assignments are
completed according to established procedures and departmental policies and in accordance with
established library principles and pertinent local, statewide, and national laws, regulations and
practices. Develops innovative solutions to customer service challenges. Unusual or difficult
situations are referred to the Library Director.
Responsibilities:
As a member of the supervisory team and in conjunction with the Library Director, trains,
supervises, and assigns tasks and projects to five (5) full-time-equivalent employees, including
part-time & provisional employees, volunteer(s) and page(s)
Oversees the instruction and training of Circulation staff and volunteers. Assists Director in
maintaining confidential departmental personnel information. monitors staffing levels; assigns
Circulation personnel and develops work schedules; handles all routine personnel management
functions with the Principal Office Assistant (POA) including all staff scheduling, evaluations
for full-time Circulation staff; refers unusual cases to the Director.
Assists in the day-to-day supervision of public library operations, library policies and programs
including handling of reserved items, overdue and lost materials and network-wide procedures.
As a member of the supervisory team, plans, develops, and implements library policies;
identifies community needs and responds to requests; performs related public relations work.
Assists in collection development. Selects, purchases and curates some material format, such as
the music collection.
Responsible for the accounting of all money collected for fines and fees. Works with
administration to plan, track, and manage budget expenditures.
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Maintains Circulation statistical records and prepares reports for Library Director and CLAMS
network.
Monitors shelving to ensure accuracy and timeliness; ensures that work areas and equipment are
appropriately maintained.
Recommends purchase of technical equipment and hardware, in cooperation with Technical
Service/IT Librarian, Principal Office Assistant (POA), and Library Director. May work jointly
with the Technical Service/IT Librarian in managing public computers, staff computers, econtent, and other resources.
Manages confidential information for both the public and staff. Information could include
privileged health, financial, and other personal information.
Recommends, enforces and interprets library policies pertaining to the circulation of materials
and use of equipment in the cooperative network environment of the Cape Libraries Automated
Materials Sharing (CLAMS); assists patrons in the use of library facilities and resources.
Participates in promotional efforts at the request of the Director; participates in and may
represent the library in the community; performs community outreach, and may participate on
municipal task forces and committees. Represents library at local and regional meetings,
conferences and workshops. Performs a variety of professional library activities necessitated by
staff absences or vacancies in Circulation Department.
Works with the Technical Services Librarian, to determine appropriate technology for the
libraries: computer hardware and software, online databases, peripherals, and other equipment.
Helps to maintain, troubleshoot, and repair library computers and other electronic devices, and
audiovisual equipment. Trains staff and assists public in proper handling, care and use of
computers, applications, and equipment.
Performs a variety of clerical duties, such as typing, filing, data entry, and website maintenance
with accuracy. Registers new borrowers, checks in and out materials; recommends, maintains
and administers museum passes, and maintains complete and accurate circulation records.
Reports potential maintenance repairs to the Principal Office Administrator or the Director.
Performs similar or related work as required, or as situation dictates. May serve as Director
during in the absence of Library Director.
Job Environment:
Performs highly responsible work requiring the frequent exercise of judgment in assisting in the
day-to-day operation of the town libraries. Is first point of contact for public when at the
Circulation desk and covers for staff absences at the front desk as needed. Work is performed
under typical library conditions at two separate facilities. Operating hours require evening hours
and a rotating weekend schedule throughout the year.
Makes frequent contact with other library personnel, library visitors, Library Board members,
Association members, school officials, and vendors. May represent Library at regional functions
and on regional and statewide library task forces and committees.
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Complies with OSHA safety regulations and implements the Town’s safety policies and
procedures, ensuring safe working conditions and practices within the facility. Attends safety
training for employees as required.
Operates computers and general office equipment. Errors could result in lower standards of library
service, monetary loss, damage to library equipment and buildings, and adverse public relations.

Education and Experience:
Bachelor’s degree required. Master’s degree in Library Science from an ALA-accredited school
preferred. 3-5 years of library experience, or any equivalent combination of education and experience.

Special Requirements:
Valid Driver’s License; must be able to successfully pass a CORI & SORI background check
Knowledge, Ability and Skill:
Knowledge: Thorough knowledge of circulation operations in a network environment, the
principles and practices of professional library services, including administration, personnel,
technology, and reference services. Thorough knowledge of library computerized systems and
proprietary library applications. Broad knowledge of literature and information resources.
Abilities: Ability to interact tactfully and appropriately with people, including children, and
staff. Ability to think and work independently. Ability to analyze complex system-wide problems
and recommend innovative solutions. Ability to direct the work of subordinates and manage
library operations, when necessary. Ability to perform numerous and diverse tasks at one time.
Demonstrated ability to exercise judgment and initiative. Ability to assure staff responsibility for
maintaining confidentiality of patron records and requests. Ability to learn new computer
operations and related library databases. Team-oriented with a demonstrated ability to exercise
judgment and initiative. Regular attendance and punctuality at the workplace is required.
Skills: Skill in supervising various levels of staff and volunteers effectively; excellent
communication skills: skill in clear communication, both orally and in writing, with a wide
variety of groups and individuals; budgeting; time management, planning and organizational
skills. Good decision-making and leadership skills. Excellent computer skills. Excellent
customer service skills. High level of expertise in ILS (Sierra preferred) with up-to-date
experience and skill set. Ability to operate a keyboard at an efficient speed.
Physical Requirements: Light physical effort required in carrying and shelving materials and in
performing other typical library functions. Frequent standing, walking, bending, reaching, and
climbing. Able to operate a keyboard at an efficient speed. Frequently required to sit and talk or
hear, use hands to handle, feel, or operate objects, tools, or controls; and reach with hands and
arms. The employee must regularly lift and move materials weighing up to 30 pounds of bins,
books, book carts, and materials. Vision requirements include the ability to read routine
documents and use a computer with vision and hearing at or correctable to normal ranges.
(This job description does not constitute an employment agreement between the employer and employee and is
subject to change by the employer as the needs of the employer and requirements of the job change.)
Revised: August 2021

PERSONNEL BOARD HEARINGS
To facilitate the Personnel Board’s review of all position descriptions, please be sure to address
the following:
1. Position Title
2. New position or revised position
3. Education, Knowledge required for the position
4. Years of Experience needed to do the job
5. People the person will interact with in performing the job
6. Does this position deal with any confidential information; if so, what
7. Does this position supervise any other positions; if so how many and who
8. To whom does this position report
9. The extent to which the employee is responsible for preventing mistakes and errors as
well as the magnitude of those mistakes and errors.
10. Are difficult customers referred to a supervisor or some other higher authority.
11. The supervisor who supports this revised description

Be prepared to expand on any of the above during the meeting with the Personnel Board.
The Personnel Board usually has a record of the ratings of the previous reviews so we
look for how the position has changed.
It is possible for a position to change upward as well as downward.
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MINUTES OF MEETING
August 10, 2021, 4:00 p.m.
Yarmouth Town Hall – room B
Members present:

Betty-Jane Burkhardt, Chair, Dianne McElroy, Alice Bowen, and Brian Gardiner

Absent:

Sharon Ladley

Others present:

Sarah O’Reilly, Director of HR, Mark Grylls, Director of Inspectional Services, Jeff Colby
Director of Public Works, David Morin, Highway Supervisor

The meeting was called to order by Chairman Burkhardt at approximately 4:05 p.m.
Roll call was taken.
Agenda items were taken out of order to better accommodate attendees.
Deputy Building Commissioner
The request for reclassification for Deputy Building Commissioner was reviewed. After some discussion, Ms. McElroy
made a motion and Mr. Gardiner seconded to approve the points. A roll call vote was taken and the members unanimously
voted to approve the position of Deputy Building Commissioner, at a Grade 15, with the following ratings:

Deputy Building Commissioner
Factor #

Degree

Points

Factor #

Degree

Points

Factor #

Degree

Points

1

3

40

7

4

75

13

XXXX

XXXXXX

2

4

60

8

2

15

2

XXXXXX

3

4

75

9

2

15

14A.

2

15

4

4

40

10

2

15

14B.

2

15

5

4

40

11

2

15

14C.

2

15

6

4

80

12

3

15

TOTAL
GRADE

530
15

Mechanic/Heavy Equipment Operator
The request for reclassification for Mechanic/Heavy Equipment Operator was reviewed. After some discussion, it was
determined that some of the members had used ratings at level 4 for physical skills that had not previously been used in the
Town of Yarmouth. It was determined that more research needed to be conducted to determine if these will be used going
forward and, if so, the points associated with them.
Senior Mechanic/Heavy Equipment Operator
It was determined that this position review will also need to be placed on hold for the reasons described in the
Mechanic/Heavy Equipment Operator review.
The minutes for July 13, 2021 were reviewed. Mr. Gardiner made a motion to accept the minutes, seconded by Ms. McElroy.
A roll call vote was taken and the minutes were approved.

The next meeting was confirmed for Tuesday, September 14, 2021 at 4:00pm at Yarmouth Town Hall.
A motion was made by Ms. Bowen to adjourn, seconded by Mr. Gardiner and the meeting was adjourned at approximately
5:35 p.m.
Respectfully submitted,
Sarah O’Reilly
Director of Human Resources, Town of Yarmouth
SO
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