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Manitowoc-Calumet Library System

Position Description
Title: Integrated Library System/Information Technology (ILS/IT) Specialist 

Reports to: System Director
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General Description

Under the general direction of the MCLS Director or Administrator, administers the Integrated Library System (ILS, currently SirsiDynix Symphony) and performs other IT related functions.   Full-time, working on a flexible schedule, which may vary from week to week.  May be scheduled to work days, evenings, Saturdays, and Sundays.  May also be on-call.
Position Overview
As an Integrated Library System/Information Technology (ILS/IT) Specialist, you will play a crucial role in ensuring the smooth and efficient functioning of the libraries’ technology infrastructure. Your primary responsibility will be to manage, maintain, and optimize the Integrated Library System, a critical software platform used to organize and manage the library's resources, catalog, circulation, and patron information. This position requires a strong understanding of library operations, information technology, and excellent problem-solving skills.
Responsibilities

1. Integrated Library System (ILS) Management:

· Responsible for the effective functioning of the ILS, including staff training and consulting with ILS vendor.

· Acts as liaison between member libraries and the ILS vendor.
· Ensure seamless integration of the ILS with other library systems, such as online catalogs, discovery platforms, and electronic resources.
2. Technical Support:

· Provide technical support and troubleshooting assistance to library staff and patrons related to the ILS and associated technologies.

· Address and resolve system issues, connectivity problems, and software glitches in a timely manner.
· Opens and monitors problem logs and sees them through to resolution.
· Works with member libraries to ensure functionality of ILS with local networks and the Internet; acts as liaison between member libraries and the Internet Service Provider (ISP).
· Provides technical support for member libraries’ hardware and software and travels to member libraries for on-site assistance.  
· Maintains a functional and updated web-hosting service for the system and the member libraries.
3. Database Administration:

· Administer the ILS database, including data backups, maintenance, and data integrity checks.

· Regularly update and manage the library's catalog, patron records, and circulation data.
· Implements and maintains access to online resources for both library staff 
4. Training and Documentation:

· Conduct training sessions for library staff on the effective use of the ILS and other relevant technologies.
· Works with member libraries to develop standardized policies and procedures.
· Create and maintain comprehensive documentation, manuals, and guides for library staff and patrons.
5. System Upgrades and Enhancements:

· Analyzes and coordinates ILS system, and other MCLS technology, including planning, budgeting, and implementing hardware and software upgrades and enhancements.
· Stay informed about the latest ILS developments and propose strategies for improving library services.
6. Security and Privacy:

· Analyzes and maintains ILS system security, extracts data, troubleshoots software and hardware.
· Ensure the security and confidentiality of library data by implementing best practices, security protocols, and access controls.

· Stay up-to-date with data protection regulations and compliance requirements.
7. User Experience Optimization:

· Continuously evaluate the usability and accessibility of the ILS interface for both library staff and patrons.

· Suggest improvements to enhance user experience and ease of navigation.
8. Technology Evaluation:

· Research, assess, and recommend new technologies, software, and tools to enhance library services and efficiency.
As an ILS/Information Technology Specialist, you will be at the forefront of integrating technology into library services, contributing to a seamless and enriching experience for library users and staff.

Working Conditions

1. Usually works in close proximity with computers and other similar electronic equipment.

2. Usually works in shared-office environment with staff and public contact, and from home when approved by the Director.

3. Occasionally lifts and/or transports objects weighing 5 to 20 pounds; pushes or pulls carts loaded with materials weighing more than 150 pounds. 
4. Occasionally works with equipment and performs procedures where carelessness may result in minor cuts, bruises, or muscle strains.

5.   Attends ILS/IT training and user groups meetings as appropriate.

6.   Attends LARS participant, MCLS Board of Trustees, directors, cataloging, circulation, and other meetings as appropriate.

7. As situation requires, provides or attends training out of building at MCLS libraries and other venues.  May use personal vehicle (with reimbursement).
Qualifications

· Associate degree or Bachelor’s degree in Library Science, Information Technology, Computer Science, or a related field is required.
· Adaptability and Problem-Solving: As technology in libraries continue to evolve, an ILS Information Technology Specialist needs to be adaptable and quick to learn. They should be adept at troubleshooting system issues, identifying root causes, and finding innovative solutions to ensure the smooth functioning of the ILS and associated technologies.
· Customer Focus: Being customer-focused is crucial for an ILS Information Technology Specialist as they play a vital role in enhancing the user experience for both library staff and patrons. Understanding the needs of library users and providing prompt and efficient support contributes to a positive and satisfying library experience for all stakeholders.
· Proven experience in managing and administering Integrated Library Systems, preferably with hands-on experience in one or more major ILS platforms (e.g., Koha, Alma, SirsiDynix, Evergreen).
· Strong understanding of library operations, cataloging, and circulation procedures.

· Proficiency in database management, SQL, and system integration concepts.

· Effective communication skills to interact positively with library staff, patrons, and IT team members.

· Familiarity with data privacy and security standards in a library setting.

· Continuous learning mindset and willingness to stay updated with emerging technologies in the library domain.
· Ability to work independently and manage time efficiently.

Function of the Position Description
This position description has been prepared to define the general duties of the position, provide examples of work and to detail the required knowledge, skills and abilities as well as the acceptable experience and training for the position. The description is not intended to limit or modify the right of MCLS to assign, direct, and control the duties of employees.  The Manitowoc-Calumet Library System retains and reserves any and all rights to change, modify, amend, add to or delete from any portion of this description in its sole judgment.  This job description is not a contract for employment, and is an at-will position.

The Manitowoc-Calumet Library System is an equal opportunity employer and in compliance with the Americans with Disabilities Act.  MCLS will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the Library Director.
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