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HEAD OF INFORMATION SERVICES

JOB LEVEL AND TITLE

· The job title will be Head of Information Services.  This is an administrative position in the hierarchy of the school, responsible only to the Director.  This position may be either local or foreign hire.

PURPOSE

· The job of Head of Information Services exists in order to provide the school library, in particular, and the school community, in general, with oversight, planning and creation of activities and resources that foster intellectual discovery, promote reading and enrich the curriculum and methodology in the classroom.  In addition, the position exists in order to promote and reinforce the school’s mission statement, as follows:
· To educate students in a bilingual, democratic environment to be autonomous, and to demonstrate a spirit of inquiry and collaboration, a commitment to excellence, and the highest aspirations for the welfare of both the individual and society.
DUTIES AND RESPONSIBILITIES

· To oversee the staff of the library and provide policies, schedules and other work-related material as needed

· To oversee the care and maintenance of the physical plant, including modifications, upkeep and long range construction

· To create and oversee the budget and plan accordingly

· To develop collaborative projects and programs with the teaching staff and publicize the use of library resources

· To assist and orient the community in the utilization of library resources

· To manage the day-to-day operations of the library

· To develop or procure library resources appropriate to the library’s and school’s mission and curricular needs

· To oversee the use and future of technology in the library

· To plan, implement and evaluate library programs, services and policy, both short term and long term

· To continue work on the retrospective conversion process

· To provide assistance to patrons

· To act as the library’s (and the school’s) representative in school functions

· To act as department chair for the library

· To assist in curriculum planning and construction for the school

· To perform other related duties as assigned.

RELATIONSHIP TO THE ORGANIZATION AND SUPERVISORY RESPONSIBILITIES

· The Head of Information Services is responsible to the Director of the school.  The day-to-day supervisory responsibilities for the position include a staff of 8 and ½, as follows:

· Cataloging Librarian, 2 Secondary Library Assistants, Para-Professional Primary Librarian, Primary Library Assistant, 2 part-time Cataloging Assistants, 1 ½ Library Maintenance Employees

· NOTE:  Staff supervision does not include hiring or firing or wage determination, although the Head of Information Services will be consulted in these matters.

QUALIFICATIONS

· The Head of Information Services should have the following characteristics:
· Library experience or a working knowledge of library organization, procedures, tools, etc.
· Management experience, specifically in working with and overseeing staff
· Ability to deal effectively with the public
· Classroom teaching experience
· Ability to communicate effectively, orally and in writing

· Considerable knowledge of technology, including hardware and software, networking, and the Internet

· Bachelor’s degree

· Fluency in Spanish and English

· A familiarity with literature and research-oriented materials

· Any combination of education and experience that would indicate ability to perform the above duties

· The Head of Information Services may have the following characteristics, as well:

· Assertive, outgoing personality and a sense of humor

· Ability to work with teachers on curriculum issues, instruction, planning and the integration of library resources into classroom practices

· Cataloging experience

· Master’s Degree in MSLIS from an approved ALA university program

· Ability and willingness to take on extracurricular activities as needed and desired

· Experience in both secondary and primary educational or library settings

SALARY RANGE

· The salary range will be dependent upon the candidate’s status (local or foreign hire), experience and qualifications.
The Colegio Bolivar is an equal opportunity employer, which does not discriminate on the basis of sex, race, religious affiliation or age.
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