

City of Chattanooga, TN

Classification Title:  Library Community Relations Coordinator


	Department: 
	Library
	Pay Grade:
	TBD

	Supervision Received From:
	
Director, Library
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
Serves as a lead over Library support staff
	Established:

Revised:
	06/29/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for promoting library services to the community through newsletters, press releases and media events.  Other duties include:  provide staff support for library fundraising; creating the yearly marketing plan; attending library and community meetings; and, assisting in production and organization of special library programs.  Work requires limited supervision and the use of independent judgment and discretion.

DISTINGUISHING CHARACTERISTICS:

This is a stand-alone classification within the Library.  The Library Community Relations Coordinator is distinguished from other classifications by its responsibility for promoting library services.

ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Serves as a lead to lower level staff, which includes: prioritizing and assigning work; training staff on work methods and procedures; and/or, performing other related activities.

· Performs a variety of promotional activities in support of the Library, which includes: preparing the Library newsletter; writing and disseminating press releases; monitoring print materials for library-related news stories; identifying opportunities to promote library events and services; creating and producing library bookmarks, posters, flyer, and other collateral items; and, performing other related activities.

· Participates in producing and organizing specialized library programs, such as the summer reading programs, which may include: soliciting merchandise donations for prize packages and door prizes; securing food and drink donations; designing forms; and, performing other related activities.

· Collaborates with the marketing committee to develop the library marketing plan; monitors plan effectiveness; plans and executes library events and promotions designed to promote library awareness and strengthen library community partnerships; and, evaluating and purchasing advertising media and materials, such as street banners, billboards, and transit ads.

· Promotes and supports the Friends of the Library Executive Council and overall organization, which may include: reviewing monthly financial reports; writing checks; clearing up billing problems; tracking grant funds; designing flyers for book sales; sending out press releases for events; aiding members with special projects requiring layout and production; processing memberships; booking author speakers for meetings; coordinating meetings; and, performing other related activities.

· Participates in/on a variety of meetings, committees, and/or other related groups in order to receive and convey information.

· Procures specialty library merchandise to be sold in the library bookstore or used in special events; coordinates the ordering of employee items, such as staff shirts.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Marketing, or a related field and two years of related marketing experience.

LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of media relations principles; public relations principles; desktop publishing and design principles; promotional and marketing principles and practices; mathematical concepts; and, fundraising principles.

Skill in implementing public relations programs; using a computer and related software applications; executing design concepts; developing marketing plans; performing mathematical calculations; developing fundraising opportunities and programs; preparing newsletters, bookmarks, and other collateral items; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: Y

General legal compliance statement 

Chattanooga, Tennessee, is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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