LIBRARIAN, TERRELL CAMPUS
	Requirements on Job Description
	Qualifications of Personnel

	Master’s degree in Library Science, Interdisciplinary Studies, or equivalent
	Master’s degree in Interdisciplinary Studies, with an emphasis on Library Science, from East Texas State University

	Three years experience as a librarian
	Three years experience as a librarian at Mabank ISD; Eleven years experience as a librarian at TVCC

	Experience in community college
	Eleven years experience as librarian and thirteen years as an instructor at TVCC

	Experience in library automation 
	Two years evaluating and appraising automation systems to choose one for Mabank ISD; Involved in deployment, implementation, and training of same automation system at TVCC

	Experience in computer operations
	Responsible for maintenance and repair of ten computers in Mabank ISD elementary libraries; Responsible for maintenance and operation of fourteen machines in Terrell LRC. Responsible for specific software functionality for twenty± students in a business computer class at TVCC. 

	Works with the LRC director in overall supervision and planning of learning resources
	Responsible for initiating and accomplishing goals and objectives per the Strategic Plan for the Terrell LRC. Participate in TVCC LRC professional staff meetings.

	Plans, organizes, and directs acquisition of books, videos and AV equipment at Terrell campus
	Responsible for working with Terrell Campus faculty to add/delete and maintain current print and non-print collections. Responsible for development of the general collection including any and all additions or withdrawals to the entire collection.

	Performs reference and circulation services
	Responsible for all library instruction to all classes on the TVCC Terrell Campus. Conduct approximately 4-7 instructional classes per semester. Conduct individual instruction as needed and documented in Strategic Plan. 

	Maintain correspondence with publishers
	Responsible for maintaining informational and invoice folders on all companies from which the Terrell LRC purchases goods and supplies. Responsible for the processing/payment of all invoices and purchase orders used to acquire items for the LRC.

	Supervises part-time and student employees in the LRC at the Terrell campus
	Responsible for the hiring, scheduling, and training of approximately 4 to 6 part-time and/or student employees per semester. Responsible for the correct completion of all work packet information to be turned in to personnel. Responsible for the correct and on time documentation and completion of all timesheets for all employees.


