
1 
 

Converse County Library—Glenrock 

Job Description 
 

Title: Young Adult Program Manager/Public Services Librarian 

Library Name: Converse County Library—Glenrock  

Location: Glenrock, WY 

Reports to: Glenrock Branch Manager  

 

General Summary 

 

Plans and conducts library programs to provide special services for young 

adults; provides circulation services for all library patrons. 

 

Responsibilities (not all-inclusive): all of the duties listed below are essential job 

functions for which reasonable accommodations will be made. All job 

requirements listed indicate the minimum level knowledge, skills and/or ability 

deemed necessary to perform the job proficiently. This job description is not to 

be construed as an exhaustive statement of duties, responsibilities, or 

requirements. Employees may be required to perform any other job-related 

tasks as requested by their supervisor subject to reasonable accommodations.  

 

Essential Functions and Responsibilities  

 Plans and organizes young adult activities such as book clubs, displays, 

summer reading, and special events such as craft events, teen chef, 

parties, book talks, discussion groups, etc.; involves young adults in 

planning and implementing services for their age group; coordinates YA 

programming with the children’s and adult services programming. 

 

 Develops the Young Adult collection; selects books and audiovisual 

materials of interest to young adults; maintains the collection, weeding 

as necessary. Consults with other library staff, local teachers, young 

adult patrons, library periodicals/journals, and webinars to stay current 

on collection development and programming ideas. 

 

 Assists young adults in selecting materials; compiles lists of library 

materials of interest to young adults.  
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 Responsible for maintaining appropriate library atmosphere and 

encouraging young adult participation in library activities. 

 

 Instructs and assists young adults in developing information and 

research skills needed for current and future use.  

 

 Establishes relationships with parents, teachers, community 

organizations, and administration to assist in developing services and 

programs to encourage young adults to stimulate reading, use the 

library, and become lifelong learners.  

 

 Contributes and develops information relevant to teens to be included on 

the library’s website, in the newsletter, and to be displayed in the Teen 

Services area (pamphlets, flyers, bookmarks, book lists, etc.); prepares 

timely news releases for library newsletter and local news outlets as 

scheduled or needed. 

 

 Serves on library committees, attends continuing education training, and 

keeps current with literature for young adults in the library.  

 

 Works with the library director to seek supplementary funding to 

enhance young adult library services, including grants, donations, and 

local funding; provides input and monitors the annual budget for the 

young adult services department. 

 

 Identifies, collects, and interprets statistics as needed for administration. 

 

 Performs public service duties as scheduled: charging and discharging 

materials, assisting patrons with databases and equipment, and other 

related duties as needed. 

 

Additional Job Duties:  

 

 Provides excellent customer service to meet the needs of library patrons. 

 

 Maintains composure while handling a variety of duties, deadlines, and 

complaints from the public. 

 

 Knows reference sources in a variety of formats. 
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 Must function independently and possess the ability and willingness to 

work harmoniously and tactfully with staff, visitors, government 

agencies/personnel, and the public. 

 

 Is self-motivated. 

 

 Demonstrates problem-solving and decision-making skills and abilities. 

 

 Position requires out of town travel. 

 

Knowledge, Skills, and Abilities 

 

 Broad knowledge and strong interest in young adult literature, digital 

resources, and audio and visual materials.  

 

 Broad knowledge of the intellectual, emotional, psychological, and 

physical development of adolescents is essential. 

 

 Genuine respect for young adults and an ability to establish rapport with 

them.  

 

 Flexibility, initiative, energy, patience, and tact to deal effectively with the 

public. 

 

 Excellent people and reference skills. 

 

 Ability to plan and organize. 

 

 Strong oral and written communication skills. 

 

 Working knowledge of, or ability to learn, computerized library systems. 

 

 Willingness to take and accept direction of supervisors and follow library 

policies and procedures.  

 

 Willingness and ability to understand and support the fundamental 

principles of library services, such as: open access to library materials in 

any format for people of all ages; the library’s obligation to provide 

materials representing as many points of view as possible; and a patron’s 

absolute right to confidentiality in all dealings with the library. 
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Physical and Mental Requirements 

 Strength, for example, to push loaded book cart weighing more than 150 

pounds on level floor, to lift or maneuver onto cart loads up to 50 

pounds and to carry cartons of books up and down stairs. 

 

 Ability to stand, bend, stoop, and lift for prolonged periods.  

 

 Ability to sit and use computer workstation, including keyboard and 

visual display terminal, for extended periods. 

 

Tools and Equipment Used 

Audio-visual equipment, such as: video recorder, VCR/DVD player, projector, 

game consoles. 

Office equipment, such as: computer, typewriter, microfilm reader/printer, 

paper cutter, fax, copier, and telephone. 

 

Work Environment 

Performs work under typical library conditions. 

 

License and Certification Requirement 

 Requires a valid Wyoming driver’s license. 

 A criminal background check is required.  

 

Position Hours 

 Must be able to work evenings and weekends.  

 Is subject to work beyond normal working hours, evenings, weekends, 

and holidays when necessary. 
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Disclaimers 

The information contained in this job description is for compliance with the 

American with Disabilities Act (A.D.A.) and is not an exhaustive list of duties 

performed for this position.  

The job description does not constitute an employment contract between the 

employer and the employee and is subject to change by the employer as the 

needs of the employer and the requirements of the job change.  

Job description statements are intended to describe the general nature and 

level of work being performed by employees assigned to this job title. They are 

not intended to be construed as an exhaustive list of all responsibilities, duties, 

and skills required.  

 

 

 


