
Youth Services Manager  Page 1 of 4 

Job Description 

Scarborough Public Library Job Description 
 
 

Position Title:  Youth Services Manager 
Department:  Youth Services 
Reports to:  Library Director 
Date:   January 3, 2022 

 
GENERAL STATEMENT OF DUTIES: 

The Youth Services Manager is a team leader, who by effectively managing all functions 
of the Youth Services Department, inspires a lifetime love of reading, learning, and 
libraries.  

The Youth Services Manager provides direct assistance to youth (birth through high 
school) and families while also fulfilling the many administrative duties of the position. 

As a member of the library’s management team, the Youth Services Manager works 
with the Library Director and other department heads to formulate department and 
general library policies and procedures. 

Duties include but are not limited to the following:   
 
Customer Service: 

Maintains a friendly and positive environment for children and their families; 

Engages youth who frequent the library afterschool, encouraging them to use library 
resources and attend library programs;  

Assists youth, caregivers, and adults in selecting children's and young adult materials in 
all formats that match their needs, interests, and reading level; 

Serves as a guide for young people making the transition to adult materials; 

Aids users in acquiring the skills needed to take full advantage of all library resources 
through one-on-one assistance or bibliographic instruction; 

Connects with teachers and school librarians; conducts group tours and bibliographic 
instruction for students; visits schools to promote library services;  

Answers in-person, phone, and email questions with library resources or by making 
referrals; 

Assists with and supervises use of public access computers in the Youth Services area 
and conducts initial troubleshooting of hardware and software; 

Creates and maintains a well-organized and inviting environment;  

Promotes appropriate behavior and conduct of those using the library; 
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Cooperates as a team member with all library staff in performing any duties essential to 
the achievement of efficient library operations; 

Assists with opening and closing procedures throughout the library; 

Covers other departments for short periods as needed; 
 
Collection Development: 
 

Manages the acquisition and de-acquisition of youth materials in all formats, physical 
and digital, using professional tools and judgement; 

Identifies and rectifies weaknesses in the collection; monitors patron demand; 

Keeps current on trends relating to collection management;  

Strives to build a collection that supports Scarborough’s increasingly diverse population;  

Coordinates the rearrangement of collection shelving as needed; 
 
Programming: 

Plans, promotes, presents, and attends in-person and virtual programs for youth and 
families; 

Analyzes community needs to develop new programs and enhance existing ones; 

Works with schools and other community partners on collaborative programming; 

Maintains records of program attendance and prepares statistical reports; 

Creates displays and bibliographies to encourage use of materials related to 
programming content; 

Works closely with the Coordinator of Programming & Communications to prepare 
newsletter material, pamphlets, brochures, press releases, and social media posts; 

Rearranges tables, chairs, and bookcases as needed to accommodate programs; 
 
Supervisory Responsibilities: 

Trains, mentors, supervises, and schedules Youth Services staff and supervises any 
volunteers assigned to the Youth Services area; 

Recruits and interviews candidates for department staff and makes hiring 
recommendations to the Library Director; 

Appropriately delegates department’s tasks to balance workflow and foster staff 
development;  

Communicates library policies, procedures, and information to department staff day-
today and during department staff meetings; 

Encourages input from department staff; 



Youth Services Manager  Page 3 of 4 

Job Description 

Models and promotes excellent customer service and ensures department staff uphold 
that standard; 

Conducts personnel performance reviews of department staff; 

Serves as employee-in-charge when assigned; 

Assists with the care and feeding of animals and fish; 
 
Management: 

Submits invoices to bookkeeper and tracks department’s budgets;  

Advocates for department’s staffing and budgetary needs;  

Creates, maintains, and reviews Youth Services content on library’s webpage; 

Attends department heads and all-staff meetings; works with director and other 
department heads to formulate library policies, procedures, and priorities; 

Contributes ideas and time towards a successful building expansion plan, bond 
referendum, and capital campaign;  

Performs other duties as directed; 
 
ACCOUNTABILITY 

The Youth Services Manager reports to the Library Director and is expected to work 
independently with latitude for independent action and decision-making. Direction may 
also be given by other management staff, including the Assistant Director or the 
Employee-in-Charge. The Library Director is responsible for all hiring and termination 
decisions. Performance reviews are conducted by the Library Director. 
 
QUALIFICATIONS 

A master’s degree in library science from an ALA-accredited program is required 
(candidates nearing completion of this degree will be considered) as is a demonstrated 
knowledge of child development, materials for children, and current trends in library 
services for children.  
 
Knowledge of supervisory methods, including work delegation, scheduling, evaluating 
performance, and maintaining morale is expected. Strong interpersonal skills are 
essential to building rapport with co-workers. 
 
This patron-facing position requires a positive attitude, a desire to enthusiastically 
promote library resources, and a commitment to providing an excellent patron 
experience. Exceptional skill in working with patrons of all ages and backgrounds, 
particularly children, teens, and parents is essential as is the ability to balance 
multifaceted job responsibilities in a busy service environment. Adaptability, and a 
willingness to learn new skills are key as library services are constantly evolving. 
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Excellent verbal and written communication skills are paramount. Computer skills are 
essential as the position requires using an integrated library system, the internet, 
Microsoft Word, Excel, Publisher, and other computer applications in a networked 
Windows environment. Familiarity with the digital services offered by the library is 
helpful as is experience with a range of mobile devices. Experience using Canva, 
LibraryAware, social media, and other promotional platforms is a plus.  
 
PROFESSIONAL ACTIVITIES: 

The Youth Services Manager is expected to keep abreast of developments in youth 
services and in the library profession through professional memberships, professional 
reading, attendance at conferences and workshops, and through continuing education. 
 
PHYSICAL REQUIREMENTS AND WORKING CONDITIONS: 

Physical demands herein are representative of those that must be met by the employee 
to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable an individual with disabilities to perform the essential functions. 
 
While performing the job’s duties, the employee is regularly required to talk and hear. 
The employee is also regularly required to stand; walk; sit; reach with arms and hands; 
climb or balance; and stoop, kneel or crouch. Employee must occasionally lift and/or 
move objects of up to 50lbs, shift the collections, and transport loaded book carts. 
 
Specific vision abilities required include close vision, color vision and ability to focus. 
 
Employee will use keyboard and computer monitor in performance of job requirements. 
 
WORK SCHEDULE: 

Schedule includes a mix of weekday, evening, and occasional weekend hours based on 
the operating, staffing, and programming needs of the library and may require working 
more than the minimum 40 hours a week. Flexibility in scheduling is necessary.  
 
SALARY AND BENEFITS: 

This is a professional, salaried position exempt from overtime pay. Salary is based on 
education and experience and is determined by the Library Director at time of hire. 
Benefits available with this position include: vacation, sick, and personal leaves; medical, 
dental, life, and disability insurance; and a 401 money purchase retirement plan with 
optional 457 deferred compensation plan.  
 
Salary range starts at $58,531 ($28.14/hour).  
 
 


