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Washington State Library
Washington Talking Book and Braille Library

ASSISTANT PROGRAM MANAGER
Direct Employment Opportunity


Recruitment Number: 08 WTBBL LAP4 0694
Classification: Library and Archival Professional 4 (261D)

Status: Full-Time, Permanent
Location: Seattle, WA
Salary: $4033 to $5289 per month (Range 58)

Posting Date: March 21, 2008
Closing Date: Open until filled
This recruitment will be used to fill this position only.  Applications will be reviewed upon receipt.  The hiring authority reserves the right and may exercise the option to make a hiring decision at any time.  It will be to the applicant’s advantage to submit materials as soon as possible. 


AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Productivity Board, and the Oral History Program.  Visit our website at:  www.secstate.wa.gov.

Washington State Library Division Mission:

The mission of the Washington State Library is to make available information on the State of Washington, to provide access to state and federal government publications, to provide support for local libraries, and to offer library services to the institutionalized and the visually impaired.
Washington Talking Book and Braille Library Mission:

Washington Talking Book & Braille Library (WTBBL) is part of the National Library Services (NLS) for the Blind and Physically Handicapped network of the Library of Congress.  WTBBL provides large print books, NLS and locally-produced books and materials in alternative reading formats including analog and digital cassettes and braille, including web-braille to the state’s blind, deaf-blind, visually impaired, physically disabled and learning disabled communities.

POSITION SUMMARY
This position reports directly to the Program Manager of WTBBL and directs the day-to-day operations of the WTBBL including budget development, implementing policies/procedures, and determining workload and work flow.  This position also writes reports and manages and/or monitors special projects.

This position has direct supervision responsibility for first level supervisors in the Braille Department, Shipping Department, Audio Book Production Department, Radio Reading Service as well as the Readers Advisors and Patron Registrar/Magazine Clerk.  This position also supervises professional, paraprofessional and volunteer staff during Program Manager’s absence.  

The incumbent will collaborate with staff, volunteers, institutions/organizations serving the blind and disabled community, such as special schools, public/privates libraries, the Department of Services for the Blind, and the State School for the Blind.  Plays a key role in helping to ensure the best possible library resources and services are provided to WTTBL patrons. 

This position assists with the establishment of statewide short-and long-term strategic goals and the planning, developing, compiling and analyzing of statistical information on library patrons, circulation services, and customer satisfaction.  Helps ensure that services comply with State and National Library Service for the Blind and Physically Handicapped standards and guidelines and American Library Association principles and practices. 

The incumbent will give professional presentations to stakeholders about WTBBL services and programs and represent the WTBBL Program Manager at speaking engagements when the Program Manager is not available.  Performs outreach activities as necessary.  Resolves individual patron complaints/concerns and issues raised by the general public, consumer and stakeholder groups.  Resolves library operational challenges expressed by staff or volunteers, including members of the Patron Advisory Council. 

This position also serves as librarian in-charge of the library in the absence of the Program Manager.
REQUIRED QUALIFICATIONS
· Master’s degree in library science from an American Library Association accredited program 
· Librarian Certification by the State Librarian authorized through the Office of the Secretary of State; this qualification is not mandatory for application but is mandatory for employment

· Valid Washington State driver’s license or ability to obtain one upon employment

· Three years of full-time (40 hours per week) experience as a degreed professional librarian

· Three years of full-time (40 hours per week) experience working in a supervisory level position performing duties and responsibilities that include hiring, training, scheduling staff, evaluating, coaching and counseling staff, including working with volunteers
· Knowledge of and experience with a library automation system
· Willingness to travel statewide to implement outreach events and activities

Please note: A Bachelor’s degree in education, social work or teaching certificate may be substituted for additional work experience 
DESIRABLE QUALIFICATIONS

· Experience writing and implementing grant funded projects, including Library Services and Technology Act (LSTA) or locally-funded experimental projects with emphasis on LSTA funded projects
· Two years of full-time (40 hours per week) experience involving working with volunteers and partner agencies to conduct outreach activities, including comprehensive education and public awareness activities aimed at improving services for consumers 

· Knowledge of professional library services including cataloging, programming, reference, information and reader's advisory services, and effective outreach methods
· One year of full-time (40 hours per week) experience in designing, implementing, evaluating and providing public library services tailored to the accessibility needs of patrons similar to those of WTBBL
· One year of full-time (40 hours per week) experience working with diverse populations, particularly those with disabilities in a non-library, institutional, or for-profit customer service setting

· One year of full-time (40 hours per week) experience planning, developing, implementing and evaluating services for the purpose of improving overall customer service satisfaction
· Ability to build and maintain a productive working relationship interacting with patrons, co-workers, and internal and external stakeholders through clear and effective verbal and written communication in a polite and professional manner

COMPENSATION

$4033 - $5289 per month, depending on qualifications.  Washington State offers a full benefits package that includes health, life, and long term disability insurance; paid vacation, sick, and military leave; optional credit unions, savings bonds, and deferred compensation plans; eleven paid holidays; and a public employees’ retirement plan.
APPLICATION PROCESS
To be considered for this position, please submit:
1. A letter of interest summarizing how your experience and qualifications relate to the position summary and required and desirable qualifications
2. A completed employment application http://www.secstate.wa.gov/office/docs/OSOSEmploymentApplication.doc
3. A current resume with three professional references and contact information including a statement from you granting permission to contact

4. Voluntary completion of the applicant profile data form is appreciated  http://www.secstate.wa.gov/office/docs/ApplicantProfileDataForm.doc
5. Submit electronically to: recruitment@secstate.wa.gov, indicating 08 WTBBL LAP4 0694 on the subject line; Electronic submission (e-mail) is preferred & original signatures are not required;      Alternatively, you may submit your materials via US Mail: Office of the Secretary of State, Recruitment, PO Box 40227, Olympia, WA 98504 or fax to: (360) 586-2033

Note: The act of submitting application materials is considered affirmation that the information provided is complete and truthful.  You understand that the state may verify information and that untruthful or misleading information is cause for removal from applicant pool or dismissal if employed.
The Office of the Secretary of State is an equal opportunity employer (EOE).  We do not discriminate on the basis of race, color, national origin, creed, sex, sexual orientation, disability, familial status, marital status, and age.  All interested candidates are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 586-7285.

