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Interlibrary Loan Coordinator



Job Description

FLSA: Non-exempt
Effective January 1, 2011

Grade: 14    
Summary of Duties 
(Supervisor needs to write summary of job duties here – 30 words or less)
Primary Duties

Managing all interlibrary loan borrowing activities, supervision of library clerk and student employees, answering policy/procedure questions, resolving departmental problems, and maintaining department records and preparing reports.
	Requirements and Job Specifications


	Minimum Education Required

Two years of college.
Minimum Experience Required

Four years of upper-level office experience which includes two years of library experience.  Additional college education and related experience may be exchanged year-for-year to meet qualifications.
Skills Required

Ability to plan work, and supervise; memory for oral or written directions.  

	Minimum Specialized Training Required

Keyboarding, filing, and microcomputer.
Minimum Typing Speed Required
25+ WPM
Physical Ability Required

Normal for office environment.
Working Conditions and Work Hours
Normal working hours; may involve night or weekend hours.
Supervision of others – Job title of those supervised

Library Clerk; student employees.


	Requirements & responsibilities unique in individual work unit(s)

	
	


The information on this document is intended to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified.
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