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Job Description

	Job Title:
	Assistant Professor, Public Services Librarian
	Location:
	Molstead Library

	Department:
	Molstead Library
	Reports To: 
	Division Chair – Library Services & Learning Commons

	Division: 
	Instruction
	FLSA Status: 
	Exempt



SUMMARY
The Public Services Librarian provides leadership, development, and promotion of Molstead Library’s programs and outreach events and activities. This position is responsible for the management of collection development activities in support of NIC academic curriculum. 

Essential Duties and Responsibilities
This list includes, but is not limited to the following:

· Directs library events and outreach efforts, including Night at the Library and additional NIC outreach activities.
· Coordinates library art displays, including photography, sculpture, and tribal artwork. 
· Leads the development and implementation of a comprehensive collection development policy, encompassing the selection, management, and evaluation of resources that support NIC’s curricular and research needs.
· Oversees assigned budgets for print and media acquisitions within the collection development program.
· Manages vendor relationships, negotiations, and contracts for book and serial purchases, licensing, approval plans, and electronic subscriptions.
· Partners with faculty to develop, implement, and maintain course reserves for NIC students.
· Works with the Technical & Digital Services Librarian to manage and review donations to Molstead Library.
· Collaborates with IT and faculty to select and implement student technology and software on library computers to meet curricular needs.
· Maintains current knowledge of copyright law and monitors changes that may affect library services.
· Supervises Circulation Department staff and oversees departmental operations.
· Participates in library-wide planning and problem solving as a member of the Library Leadership Team, supporting institutional goals and initiatives.
· Provides weekly research assistance at the Information Desk.
· Delivers effective reference services, including in-depth research consultations and instructional support for students, faculty, and staff.
· Selects and orders materials and regularly evaluates and weeds collections.
· Works collaboratively with campus and community partners.
· Serves as an active liaison to faculty in coordination with fellow librarians.
· Modifies reference desk schedule to align with evolving leadership duties within the department.
· Coordinates with other librarians on collection development, maintenance, and resource acquisition.
· Partners with colleagues to develop, manage, and update library research guides.
· Maintains a positive, constructive, and service-oriented relationship with supervisors, staff, students, and the community.
· Maintains currency in the field of librarianship by participating in professional development activities. 
· Collaborates with learning commons staff and faculty to create an integrated, student-centered learning environment.
· Other related duties as assigned.

REQUIRED MINIMUM QUALIFICATIONS 
The requirements listed below are representative of the minimum qualifications necessary for an individual to satisfactorily perform each essential duty and be successful in the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the duties. 

Education and Experience	
Master’s degree in Library and Information Science (or MLS) from an American Library Association accredited institution required. A minimum of one year of full-time equivalent library experience (in an academic setting preferred), including outreach, collection development, and reference experience is required. Supervisory experience preferred.

Knowledge, Skills and Abilities 
· Ability to plan, coordinate, and implement library outreach activities and academic community engagement efforts
· Knowledge of and experience with collection development
· Strong skills using Integrated Library Systems (ILS) and Interlibrary loan (ILL) systems and processes
· Current knowledge of copyright, fair use, and/or open licensing needs in a college setting 
· Current knowledge of Open Educational Resources (OER) and other no/low-cost course material options
· Knowledge of budgeting standards and processes for a department
· [bookmark: _Hlk216437679]Knowledge of current developments in librarianship and library management
· Ability to provide engaging and high-quality reference services
· Proficient skills in project management, multi-tasking, and attention to detail
· [bookmark: _Hlk216437513]Demonstrated knowledge of current digital technologies
· Knowledge of systems, specific to the needs of the department (i.e. Alma, Primo, OCLC) 
· Strong written and verbal communication skills
· Proficient skills in using Microsoft Office applications
· Ability to operate standard office equipment including phone, copier, printer
	
Physical Demands and Work Environment
The physical demands and work environment described here are representative of those that must be met or are encountered by an employee in the normal course of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Physical requirements and environment are typical of those in a general office setting.  This job involves regular sitting, standing, walking, typing, moving carts, shifting books, lifting objects up to 50 pounds and exposure to office lighting.  A wide variety of standard office equipment is continually used, including phone, fax, copier, printer and computer.


December 2025
Page 1 of 2

image1.jpeg
/»A\ North Idaho College




