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Position Description 

  

Title:    Youth Services Assistant – Teens / Publicity Coordinator  
Status:   Full Time 
Class Grade:   37 08 
FLSA Status:   Non-Exempt 
Department:   Library 
Revision date:   March, 2022   
 
Nature of Work: This position is responsible for delivering high quality library services to the users of the 
South Portland Public Library, with awareness of and adherence to the tenets of librarianship and 
intellectual freedom as articulated by the American Library Association. 

This is a unique position with our library, with split responsibilities as both our Teen/Young Adult 
Librarian within our Youth Services department, as well Publicity Coordinator for the library in general.   

As our Youth Services Assistant overseeing Teen/Young Adult Services, the candidate participates in the 
delivery of library services within the Youth Services department, with a primary focus on the 
preteen/teen population. Responsibilities include planning, implementing, and/or leading programs for 
youth ages 10-18; readers advisory and reference services; and occasional circulation activities. 

As Publicity Coordinator, this position works across all departments within the library, producing, 
updating and distributing publicity material, both online, in-house, and in the community. 

All duties are performed in a patron-centered environment, making certain that services are delivered 
effectively, efficiently, and professionally to all users of the South Portland Public Library. 

Supervision Received/ Exercised: This position reports to the library’s Youth Services Librarian and, in 
turn, to the Library Director. This position may occasionally supervise Library Aides, and volunteers. 

 

Essential Duties and Responsibilities:   

 Promote a positive, welcoming, respectful, and safe environment in all areas and functions of 
the library by maintaining a customer-centered service focus. 

 Foster a safe, welcoming environment for teens. 
 Create programming and develop a collection that reflects the diversity of our community. 
 Will be required to work at both the Main and the Branch Library as needed and directed, with 

occasional off-site visits in the community. 
 Assist patrons locating and selecting library materials. 
 Assist patrons in the use of the library’s computers and systems. 
 Shelve library materials. 
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 Collaborate with community organizations and groups, including schools, clubs, etc. 
 Coordinate with the middle and high schools to share summer reading requirements and 

incentives through the summer reading programs. 
 Participate in all areas of programming and services, with a particular focus on the preteen/teen 

population. 
 Participate in collection development and maintenance, including the organization of collections 

and presentation of library holdings in manners which enable and encourage accessibility and 
use, with a particular focus on the preteen/teen population. 

 Respond appropriately to readers’ advisory and reference questions. 
 Use circulation management system for reporting statistics, maintenance of patron records, and 

collection development. 
 Work may include circulation desk activities and work in areas of the library outside of the Youth 

Services department. 
 Create, coordinate, and implement publicity and promotional messaging throughout the library 

department, including online, print, and in-house postings. 
 Generate, publish, and maintain content on the library’s website and social media accounts;  
 Write and distribute press releases to print, online, television, and radio outlets;  
 Design posters, brochures, pamphlets, handouts, monthly calendars, and other print materials. 
 Share and promote information related to library services and programming in other ways and 

means when needed. 
 Assist patrons in person, by phone and via e-mail. 
 Prepare, set-up, and clean-up for library programs. 
 Assist in the general appearance and upkeep of the library. 
 Advocate on behalf of the library in various venues. 
 Serve as a liaison with other libraries, colleagues and library consortia. 
 Attend workshops, conferences, and meetings and read professional literature to stay current in 

field. 
 Must be committed to the goals of the city and the department in all activities. 
 Adhere to, support, and enforce City and Library policies. 
 Perform other duties as assigned. 

 

Required Knowledge, Skills, and Abilities: 

 Possess a positive, dynamic, and outgoing personality with a progressive attitude toward library 
services, showing energy, enthusiasm, creativity, initiative, friendliness, and a commitment to 
excellence in service. 

 Communicate effectively with all library users and staff in a respectful and professional manner. 
 Ability to efficiently and effectively transition between tasks and manage diverse workflow with 

frequent interruptions.  
 Ability to provide consistently positive customer service for extended periods. 



  South Portland 
  Position Description, Page 3 

 Establish and maintain effective working relationships with library and City employees, 
supervisors, and the public. 

 Make decisions based on or consistent with library policies and philosophies. 
 Skill in the use of social media, graphic design, and desktop publishing. 
 Possess strong attention to detail, particularly with numbers related to statistical reporting. 
 Demonstrate excellent verbal and non-verbal communication skills, including the ability to give 

coherent directions and instruction. 
 Possess ability to work independently, exercising initiative and judgment. 
 Demonstrate ability to do library research/reference work. 
 Ability to work professionally, safely, and follow all established safety rules and procedures.  
 Must be willing to take initiative, have the ability to accept constructive criticism, be 

dependable, maintain a positive attitude and represent the organization in a professional, 
courteous manner. 

 Ability to work in a team environment and maintain effective working relationships with other 
employees; be consistent in dealing with people; actively listen and be sensitive to others 
concerns, with or without being directly involved.  

 Must exclude personal bias from work performance, exercise tact and diplomacy, and strive to 
promote and maintain a cooperative workplace atmosphere. 

 Ability to communicate effectively verbally and in writing. 
 Ability to understand and carry out written and oral instructions as well as follow established 

standard operating procedures. 
 Must be comfortable and competent in using computers and other technologies, and able to 

learn new systems and applications. 

 

Minimum Qualifications: 

 Education: Bachelor’s degree in a related field is required. 
 Experience: Three (3) years of public library or related experience required. Experience with 

Innovative Interface’s Sierra LSP strongly preferred.  
 Must have flexibility to work evening and/or weekend hours. 

 

Physical Demands: 

 Work involves walking; talking; hearing; using hands to handle, feel, or operate objects, tools, or 
controls; and reaching with hands and arms. 

 Vision abilities required by this job include close vision and the ability to adjust focus. 
 The employee may be required to push, pull, lift, and/or carry up to fifty (50) pounds. 
 Must be able to work at a computer, sometimes for extended hours, and operate essential 

office equipment. 
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 The noise level in the work environment is usually moderately quiet. 
 

The physical demands and work environment described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable qualified individuals with disabilities to perform the essential 
functions, provided that such reasonable accommodations do not pose an undue hardship for the City. 
External and internal candidates, as well as position incumbents who become disabled as defined under 
the Americans with Disabilities Act, must be able to perform the essential job functions (as listed) either 
aided or with assistance of a reasonable accommodation to be determined by management through the 
interactive process, on a case by case basis. 
 
The statements contained herein reflect general details as necessary to describe the principal 
functions of this job, the level of knowledge and skill typically required, and the scope of responsibility, 
but should not be considered an all-inclusive listing of work requirements. The duties listed above are 
intended only as illustrations of the various types of work that may be performed. The omission of 
specific statements of duties does not exclude them from the position if the work is similar, related, or 
a logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the need of the employer and requirements of 
the job change. 


