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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 9617

October 1997

POSITION TITLE:
Library Information Systems Analyst

REPORTS TO:
Manager, Educational Resource Services

Objective: To establish and administer CARL/Information Library Systems.  To design, develop, implement and evaluate procedures relating to library information systems planning, operation, training, database monitoring/troubleshooting, maintenance, user satisfaction, quality control, network coordination and personnel supervision.

Essential Functions:
1.
Establishes and administers CARL/Information Library Systems.

2.  
Designs, develops, implements and evaluates procedures relating to library information systems planning, operation, training, database monitoring/troubleshooting, maintenance, user satisfaction, quality control, network coordination and personnel supervision.

3.
Confers with department manager(s) on issues, concerns, and resolutions.

4.
Develops training and staff development programs for library media specialists.

5.
Designs and plans budget, designated program activities and, upon approval, implements as directed.

6.
Establishes parameters for development of automation, conversion and circulation, collection management, selection, and management of personnel for branches or institutions.

7.
Collaborates with peers to plan and implement program goals and objectives.  Provides visionary approaches on the use and application of technology.

8.
Plans and coordinates all implementation activities: recruiting volunteers, weeding, bar-coding, conversion, and installation of technologies.

9.
Plans and coordinates all present and future access to databases, applications and modifications of programs and systems, on-going database maintenance.

10.
Serves as an internal liaison to CARL Corporation, Colorado State Library System, Regional  Library System, Denver Public Library, Academic Libraries, Colorado Department of Education, Colorado Learning Network, The Library Consortium, CARL Users Groups both in-state and nationwide, and other school districts.

11.
Plans, develops and implements brokerage of DPS/CARL databases.
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12.
Coordinates, provides technical direction and guidance to DPS/CARL staff and hourly workers and volunteers.

13.
Performs as instructional designer of training modules and strategies.

14.
Establishes and implements auxiliary CARL activities including Inter-Library Loan Policy and Procedures, DPS/CARL Electronic Mail Database, Library News, Serials and Acquisitions, Kid’s Catalog, Everybody’s Catalog, etc.

15.
Maintains a state-of-the-art knowledge of computer hardware and software technology particular to library science data management.

16.
Provides regular activity and status reports to management.

17.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Master’s Degree in Educational Technology with a focus in Library Media and Science, a K-12 Library Media Endorsement, or equivalent. Demonstrated experience evaluating, monitoring, purchasing, maintaining and upgrading library information systems.  Three (3) or more years experience in instructional technologies and diffusion of innovative technologies. Demonstrated knowledge of computing in a distributive, networked environment.  Demonstrated expertise in instructional design, development and evaluation.  Demonstrated knowledge of data processing hardware and software, systems and techniques, including MS-DOS, Windows 3.x, Windows 95, Windows NT, and the Macintosh OS.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.  Performance is limited to the scope of essential duties and responsibilities. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

