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JOB TITLE:  Adult Communications and Programming Manager                   

    
DEPARTMENT:  Library 

 
STATUS:  Part-Time, Non-Exempt                                                 
 

LABOR GRADE:  10 
 

JOB SUMMARY:  The Adult Programming Coordinator is primarily responsible for 
planning, marketing, conducting, and facilitating programs for all adults. Foster 
deeper connections and engagement with the adult patrons by managing all 

communication and marketing for the library.   
 

 
MAJOR DUTIES: 
 

 Create and implement a regular schedule of adult educational and 
entertaining programs and events that meet the Mission and Vision of the 

Library. 
 

 Create, oversee and manage all communication and marketing materials 

using appropriate tactics and mediums to best inform and engage target 
audiences. 

 
 Maintain Museum Membership/Pass Program. 

 

 Maintain Art Display Schedule for library meeting room. 
 

 Liaison to the Friends of the Library and attend their meetings. 
 

 Uses automated library system to circulate materials to library users; reserve 

materials; set up new patrons. 
 

 Helping patrons locate materials or online information and assisting them 
with digital media, computer issues and interlibrary loans. 

 
 Arriving ½ hour before opening to the public and performing necessary 

opening procedures. Performs all closing procedures. 

 
 Performs other related duties as requested or required. 

 
 



 
 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED BY THE POSITION: 
 

 Passion for library programs and inspired by reading and learning. 
 

 Excellent customer service skills. 

 
 Highly organized individual able to manage and execute multiple projects at 

once.  
 

 Engage community partners, customers and staff in promotion of the library. 

 
 Excellent writing and communication skills. 

 
 Comfortable speaking in front of an event audience. 

 

 Ability to design and create print and online media publicity (i.e. signs, social 
media, brochures, etc.) 

 
 Work a flexible schedule that includes day, night and weekend hours.  

 
 Skill in the use of electronics. 

 

 Learn to adapt to new and changing technologies. 
 

 Ability to work effectively and cooperatively with staff, patrons, and 
volunteers. 

 

SUPERVISORY CONTROLS: The supervisor provides administrative direction with 
assignments in terms of broadly defined missions or functions. 

 
The employee has responsibility for planning, designing and carrying out programs, 
projects, studies or other work independently. 

 
Results of the work are considered as technically authoritative and are normally 

accepted without significant change.  If the work should be reviewed, the review 
concerns such matters as fulfillment of program objectives, effect of advice and  
influence of the overall program, or the contribution to the advancement of 

technology.  Recommendations for new projects and alterations of objectives are 
usually evaluated for such considerations as availability of funds and other 

resources, broad program goals or organizational priorities. 
 
GUIDELINES:  Guidelines area available, but are not completely applicable to the 

work or have gaps in specificity.   
 

The employee uses judgement in interpreting and adapting guidelines such as 
agency policies, regulations, precedents and work directions for application to 
specific cases or problems.  The employee analyzes results and recommends 

changes. 
 



COMPLEXITY: The work typically includes varied duties requiring many different 
and unrelated processes and methods such as those relating to well-established 

aspects of an administrative or professional field. 
 

Decisions regarding what needs to be done include the assessment of unusual 
circumstances, variations in approach and incomplete or conflicting data.  The work 
required making many decision concerning such things as the interpreting of 

considerable data, planning of the work, or refining the methods and techniques to 
be used.   

 
SCOPE AND EFFECT:  The work involves the execution of specific rules, 
regulations or procedures, and typically comprises a complete segment of an 

assignment or project of broader scope.   
 

The work product or service affects the accuracy, reliability, or acceptability of 
further processes or services. 
 

 
PERSONAL CONTACTS:  The contacts are with members of the general public, as 

individuals or groups, in a moderately structured setting (e.g., the contacts are 
generally established on a routine basis, usually at the employee’s work place; the 

exact purpose of the contact may be unclear at first to one or more of the parties; 
and one or more of the parties may be uninformed concerning the role and 
authority of other participants). 

 
PURPOSE OF CONTACTS:  The purpose is to obtain, clarify or give facts or 

information regardless of the nature of those facts, i.e., the facts or information 
may range from easily understood to highly technical. 
 

PHYSICAL DEMANDS:  The work requires some physical exertion such as long 
periods of standing; walking over rough, uneven, or rocky surfaces; recurring 

bending’ crouching, stooping, stretching, reaching or similar activities; recurring 
lifting of moderately heavy items such as typewriters and record boxes.  The work 
may require specific, but common, physical characteristics and abilities such as 

above average agility and dexterity. 
 

WORK ENVIRONMENT:  The work environment involves everyday risks or 
discomforts that require normal safety precautions typical of such places as offices, 
meeting and training rooms, libraries and residences or commercial vehicles (e.g., 

use of safe work practices with office equipment, avoidance of trips and falls, 
observance of fire regulations and traffic signals, etc.).  The work area is 

adequately lighted, heated and ventilated.  
 
SUPERVISORY AND MANAGEMENT RESPONSIBILITY:  Positions at this level 

have no formal assigned supervisory responsibility or authority.  Employees are 
responsible only for the performance of their own assigned work.  They may be 

asked to train new employees in the fundamentals of the job or to participate in 
cross-training of other employees in the department, but such assignments do not 
include the on-going authority to assign and review the work of other employees or 

to recommend or take corrective action with regard to the performance of other 
employees. 



 
MINIMUM QUALIFICATIONS:  Knowledge (such as would be required through a 

pertinent baccalaureate educational program or its equivalent in experience, 
training or independent study) of basic principles, concepts and methodology of a 

professional or administrative occupation and skill in applying this knowledge in 
carrying out elementary assignments, operations or procedures. 
 

Or Equivalent knowledge and skill. 
 


