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~PROPOSED-ORDINANCE 156%

WAUKESHA COUNTY FEDERATED LIBRARY SYSTEM REORGANIZATION

WHEREAS the Waukesha County Federated Library System is committed to providing quality
services to the member libraries in a cost effective manner, and

WHEREAS the Director of the Federated Library System has worked with the Federated Library
System Board and with the Human Resources Division of the Department of Administration to
reorganize staffing to increase efficiency and decrease cost, and

WHEREAS there currently are two vacant positions which would allow the reorganization to be
completed without adverse impact on staff.

THE COUNTY BOARD OF SUPERVISORS OF THE COUNTY OF WAUKESHA ORDAINS
that effective the first pay period following final approval of this ordinance, one regular full-time
position and one regular part-time position of Library Services Coordinator, Step Range 10, be
abolished and one regular full-time position of Library Services Specialist, Open Range 11, be
created in the Waukesha County Federated Library System.

BE IT FURTHER ORDAINED that effective the first pay period following final approval of this
ordinance one regular part-time position of Clerk Typist I/II be abolished and one regular full-
time position of Clerk Typist Il be created in the Waukesha County Federated Library System.

BE IT FUTHER ORDAINED that effective upon final approval of this ordinance the temporary
help be increased by .15 Full Time Equivalent (FTE) from an annual authorized level of .35 FTE
to .50 FTE.

BE IT FURTHER ORDAINED that the classification specification for Library Services
Specialist on file in the County Clerk's Office and the Department of Administration be adopted.
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QUALIFICATIONS continued
QUALIFICATIONS

Essential Knowledge and Abilities

1.

2.

N

o o

11.
12.
13.
14.
15.

0.

Comprehensive knowledge of the modern principles and practices of professional library
science.

Comprehensive knowledge of the services, functions, procedures, and resources of public
libraries and public library systems including library administration, adult and youth services,
intetlibrary loan, technical services, and special needs.

Comprehensive knowledge of the principles and techniques used in reference research in a
public library.

Considerable knowledge of the principles and techniques used in materal selections.
Considerable knowledge of federal and state laws governing the provision of library services.
Working knowledge of supervisory and managerial principles and practices.

Working knowledge of the use of computers and other technology and their library
applications.

Ability to analyze library needs and make recommendations for improvement.

Ability to locate obscure and specialized matenal from non-standard sources.

Ability to plan, organize, and. effectively carry out a variety of diverse and complex
assignments.

Ability to work independently with little supervision.

Ability to keep accurate records and make detailed and comprehensive reports.

Ability to establish and maintain effective public and working relationships.

Ability to plan, organize, evaluate, and supervise the work of others.

Ability to communicate effectively, both orally and in writing,

Training and Expetience

.1.

2,

Graduation from a recognized college or university with a master’s degree in library science ot
library and information science.

Four (4) years of responsible professional work experience as a librarian providing a variety of
services to patrons.

Certification or eligibility to receive certification as a Grade 1 Librarian in the State of
Wisconsin,



NOTE: This class spec is an attachment to 156—0-0353, recently yellow-coped.

Enrolled Ordinance # click & type
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LIBRARY SERVICES COORDINATORSPECIALIST

FUNCTION OF THE JOB

Under direction, to perform work in planning, developing, and evaluating Federated Library System
adult andfer youth services; to assist in the development and administration of library system
policies and programs; and to perform other duties as required.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES

1.

2.

10.

11.

12.

13,

14.

15,

Plans, develops, implements, and evaluates Pederated Library System services including

. reference, intetlibrary loan, and youth services.

Coordinates and evaluates the System’s reference and interlibrary loan services, including
supervision of staff and collection and analyses of program data.

Consults with member libraries; assesses member library needs; and provides advice and
expertise in establishing and improving library services such as reference, circulation,
cataloging, materials selection, collection development, programming, professional
development, staffing, and library policies and procedures.

Plans, develops, coordinates, and administers the System’s summer library programs -and
selects, supervises, and evaluates the program workers.

Identifies, develops, and coordinates continuing education, in-service training, certification,
and workshops for member libraries and member library trustees.

Assists in interpreting the Federated Library System and its policies, procedures, and services
and acts as a Haison egresentmg the Director of Federated Library System with other libraries,
professional organizations, schools, and the public.

May plan, assign, review; and supervise the work of a small staff in the area of reference and
mterhbraryioan _

€55 S,CI’VES as CCHIfL_gUOH OfflCEI‘ f()l' state re l.lll'Ed cemflcanon Of

member hbmg directom accordmg to Wisconsin State Statutes.
Prepares long and short range plans for library services and staffing levels; asd-assists in the

prepanation and administration of the library budget;_and administers the department’s
Business Continuity Plan,

Plans, develops, and administers federal and other grant projects; researches grant
opportunities; applies for grants; and assists member libraries in obtaining grant funding,
Negotiates and administers contracts for continuing education services, summer youth staff,
and reference and database searching services.

Promotes interlibrary communication by prov1dmg information through the System
Newsletter, other publications, and involvement in professional organizations.

Prepares, maintains, and presents a variety of detailed and comprehensive records, reports, and
recommendations.

Establishes and maintains effective public and working relations with member Libraries, System
Board members, schools, County, State, and local agencies, community organizations, and the
public.

Performs other duties as required.

DADRAFTALbrasy Strvices Specialist.doc




Enrolled Ordinance 153-090
Adopted 10/30/98

LIBRARY SERVICES COORDPINATOR

FUNCTION OF THE JOB

Under direction, to perforim work in planning, developing, and evaluating Federated Library System
adult and/or youth services: to assist in the development and administration of library system policies
and programs; and to perform other duties as required.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES

Plans, develops, implements, and evaluates Federated Library System services including
reference, interlibrary loan, and youth services.

2. Coordinates and evaluates the System’s reference and interlibrary loan services, mcludmg
supervision of staff and collection and analyses of program data.

3 Consults with member libraries; assesses member library needs; and provides advice and
expertise in establishing and improving library services such as reference, circulation,
cataloging, materials selection, collection development, programming, professional
development, staffing, and library policies and procedures.

4, Plans, develops, coordinates, and administers the System’s summer library programs and selects,
supervises, and evaluates the program workers.

5. Identifies, develops, and coordinates continuing education, in-service training, certification, and
workshops for member libraries.

6. Assists in interpreting the Federated Library System and its policies, procedures, and services
and acts as a liaison with other libraries, professional organizations, schools, and the public.

7. May plan, assign, review, and supervise the work of a small staff in the area of reference and
interlibrary loan.

8. Provides expertise in researching difficult reference inquiries from member libraries including
conducting data base searches.

9, Prepares long and short range plans for library services and staffing levels; and assists in the
preparation and administration of the library budget.

10. Plans, develops, and administers federal and other grant projects; researches grant opportunities;
applies for grants; and assists member libraries in obtaining grant funding.

I1. Negotiates and administers contracts for continuing education services, summer youth staff, and
reference and database searching services.

12, Promotes interlibrary communication by providing information through the System Newsletter,
other publications, and involvement in professional organizations,

13. Prepares, maintains, and presents a variety of detailed and comprehensive records, reports, and
recommendations.

14.  Establishes and maintains effective public and working relations with member libraries, System
Board members, schools, County, State, and local agencies, community organizations, and the
public.

15. Performs other duties as required.

QUALIFICATIONS

Essential Knowledge and Abilities

1

Comprehensive knowledge of the modern principles and practices of professional library
science.

NAQRIGINALILIBRCORD.WPD
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QUALIFICATIONS

Essential Knowledge and Abilities, Continued

2. Comprehensive knowledge of the services, functions, procedures, and resources of public
libraries and public library systems including library administration, aduit and youth services,
interlibrary loan, technical services, and special needs.

3. Comprehensive knowledge of the principles and techniques used in reference research in a

" public library.

4 _ Considerable knowledge of the principles and techniques used in material selections.

5. Considerable knowledge of federal and state laws governing the provision of library services.

6. Working knowledge of supervisory and managerial principles and practices.

7 Working knowledge of the use of computers and other technology and their library applications.

8 Ability to analyze library needs and make recommendations for improvement.

9. Ability to locate obscure and specialized material from non-standard sources.

10. Ability to plan, organize, and effectively carry out a variety of diverse and complex assignments.
11. Ability to work independently with little supervision.

12, Ability to keep accurate records and make detailed and comprehensive reports.

13. Ability to establish and maintain effective public and working relationships.

14, Ability to plan, organize, evaluate, and supervise the work of others.

15, Ability to communicate effectively, both orally and in writing.

Training and Experience

1. Graduation from a recognized college or university with a master’s degree in library science or
library and information science.

2. Four (4) years of responsible professional work experience as a librarian providing a variety of
services to patrons.

3. Certification or eligibility to receive certification as a Grade ! Librarian in the State of
Wisconsin,

NACRIGINAL\LISRCORD. WD



FISCAL NOTE
WAUKESHA COUNTY FEDERATED LIBRARY SYSTEM REORGANIZATION

This ordinance authorizes the abolishment of one full-time and one part-time (0.75 full
time equivalent) Library Services Coordinator position and the creation of one new full-
time Library Services Specialist position. The abolished positions are compensated at
Range 10 of the Step Plan ($42,547 - $54,418 annually), and the new position would be
compensated at Range 11 of the Open Plan ($51,982 - $63,907 annually). The
ordinance also authorize the abolishment of a part-time {0.75 full-time equivalent) Clerk
Typist I/l position ($20,613 - $25,301 annually) and the creation of full-time a Clerk
Typist Il position ($22,384 - $25,301 annually). The Federated Library System plans to
offset a portion of the staff reduction with an increase in temporary extra help hours
equating to 0.15 full-time equivalent at approximately $4,500 annually.

The estimated payroll savings associated with this reorganization net of the additional
extra help expense are projected at approximately $12,000 for the remainder of fiscal
2001 and $43,000 in fiscal 2002,

7. AM

Lawrence M. Dahl
Accounting Services Manager

LMD
7124101
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