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POSITION INFORMATION Effective Date: 

Position Number Working Title Campus Cost Center 

Department Supervisor’s Position Title Supervisor’s Position Number 

HR USE ONLY 

Job Title Job Key Pay Grade Exemption 

POSITION DETAILS 

Position Summary – Summarize the primary purpose of the position 

Position Responsibilities – Total responsibilities must equal 100%.  List essential functions in decreasing order of importance. 
Similar tasks should be grouped together. Any responsibility totaling less than 5% of the time should be grouped with a greater 
percentage of time function. 

% of 
Time 

Job Function/Responsibilities 

% of 
Time 

Job Function/Responsibilities 



 
 

POSITION DESCRIPTION 
 

June 2017  
 

% of 
Time 

Job Function/Responsibilities 

  
 
 
 
 
 
 
 
 

% of 
Time 

Job Function/Responsibilities 

  
 
 
 
 
 
 
 
 
 
  

% of 
Time 

Job Function/Responsibilities 

  
 
 
 
 
 
 
 
 
 
 

Competencies/Qualifications 

Knowledge, Skills, and Abilities (KSAs) required to perform essential job functions. All KSAs should be related to the functions 
and responsibilities of the position. These statements should all contain the word ‘knowledge”, “skill”, or “ability”. This is not 
the experience necessary to perform the essential functions.  
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Preferred knowledge, skills, and abilities 

 
 
 
 
 

Education/Experience 

Education – Describe the minimum level of education necessary to perform the essential functions of the position. Where not 
required by law, an equivalent combination of training and experience may substitute for education 

Required Preferred Level/Type of Education Field of Study (indicate if a related field may be substituted) 

  High school diploma or GED  

  Vocational or technical training   

  Associate’s Degree  

  Bachelor’s Degree  

  Master’s Degree  

  Doctoral Degree  

  Other licenses/certifications  

Experience – the minimum amount/type of experience necessary to perform the essential functions of the position 

Required level/type of experience and/or years of experience 

 
 
 
 
 
 

Preferred level/type of experience and/or years of experience 

 
 
 
 
 
 

Supervisory/Work Direction Responsibilities 

 This position has no supervisory responsibilities. 

 This position provides work direction to others (includes students). 

 This position has supervisory responsibilities and is responsible for staff performance management. 

Independence of Action/Level of Supervision Received 

 Work is closely monitored by supervisor/manager; clearly stated instructions and procedures are generally provided; tasks, 
duties, and responsibilities are generally standardized and routine in nature; instruction, advice, and assistance readily 
available 

 Work progress is generally monitored by supervisor/manager; employee performs assigned tasks, duties, and 
responsibilities by following established policies and procedures; may set own priorities and organizes work within general 
guidelines established by supervisor/manager 

 Supervisor/manager defines objectives, priorities, and deadlines; existing practices are used as guidelines to determine 
specific work methods; carries out work activities independently; supervisor/manager is available to assist in resolving 
problems 

 In consultation with supervisor/manager, sets own priorities and goals and determines how to accomplish results with few 
or no guidelines to follow, although past practices may exist; keeps supervisor informed of progress, potentially 
controversial matters, or matters with far-reaching implications 
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Impact of Decisions 

 Decisions generally impact own job or area. 
 

 Decisions impact a unit or department. May contribute to business and operational decisions that impact the department. 
Makes recommendations to manager/supervisor that are generally implemented/accepted. 

 Decisions have substantial impact on management and operations of an area within department, college or broad 
functional area. May contribute to important strategy, operational and business decisions which impact the department.  

 Decisions have a significant impact on the management and operations of a division/college/campus/institution/system.  
Contributes to the decisions on the overall strategy and direction of the organization. 

Budget Responsibilities 

 No Budget Responsibilities 

 Monitor/maintain budgets – Processes transactions, monitors balances, and reconciles accounts 

 Managerial/signature budget authority – Approves and commits funds for salaries, and to acquire materials, resources, 
supplies, services, etc. 

 Full budgetary oversight – Establishes budget and has full authority to implement budget initiatives 

 

CONDITIONS OF EMPLOYMENT 

 Designated personnel for emergencies – Is this position required to report to their designated work location to 
ensure operation of essential campus functions or departments during an emergency, or when the University 
has suspended or delayed operations? 

 Shift 

Background Check Required – Select any additional background checks this position requires in addition to the basic 
background check  

 Covered Programs Check 

 Credit Check 

 Drug Screening 

 Security Clearance Check 

Work Schedule 

Occasional Frequent  

  Weekends 

  Evenings 

  Overnight Travel 

Other Conditions of Employment required to perform essential functions of this position (i.e. the employee would lose their 
job if at some point they didn’t meet these conditions.) e.g. Valid Driver’s license, pesticide application certification  
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WORKING CONDITIONS 

PHYSICAL DEMANDS 

 Amount of time 

 Not required Seldom Often Frequent 

Stand        

Walk         

Sit        

Talk or hear        

Seeing     

Use hands to finger, handle or feel       

Reach with hands and arms        

Repetitive motion     

Climb or balance        

Stoop, kneel, crouch or crawl       

Driving       

Lift up to 10 lbs        

Lift up to 25 lbs       

Lift up to 50 lbs        

Lift up to 100 lbs     

WORK ENVIRONMENT 

 Not required Seldom Often Frequent 

Work near moving mechanical parts        

Work in high, precarious places       

Fumes, smoke, or airborne particles       

Toxic or caustic chemicals       

Hazardous Materials     

Risk of electrical shock       

Risk of radiation       

Operate power tools/machinery       

Operate light or heavy equipment       

Confined Spaces     

Exposure to vibrations     

Explosive or flammable materials     

Personal protective equipment required     

Outdoor Environment        

Extreme heat (non-weather)       

Wet or humid conditions (non-weather)       

Potential exposure to infectious agents or blood 
borne pathogens 

    

Work with human blood or cells       

Work with animals     

Work with animal blood or cells     

Office Environment     

 


	Untitled

	Effective Date: 01/01/18
	Position NumberRow1: 20029140
	Working TitleRow1: Manager, Library Technologies
	Cost CenterRow1: E056010
	DepartmentRow1: Paul Meek Library
	Supervisors Position TitleRow1: Dean of the Paul Meek Library
	Supervisors Position NumberRow1: 20022697
	Job TitleRow1: Information Technology Administrator/ Analyst 3
	Job KeyRow1: 
	Pay GradeRow1: 
	Position Summary  Summarize the primary purpose of the positionRow1: Reporting to the Dean of the Paul Meek Library, the Manager is a senior leadership position that facilitates innovative and collaborative efforts to expand and improve digital content, collections management, access, and discovery platforms. The position serves as administrator and main technical lead for the library services platform and discovery system, currently FOLIO and the EBSCO Discovery Service. Working both independently and collaboratively, the Manager will lead projects and initiatives to improve workflows, implement integrations, assess library tools, and find creative solutions to improve upon the management and discovery of library resources. The position manages hardware and software technologies across the library, including digital content management, administrative and public computing, ensuring optimal system performance for all users. The Manager serves as the library’s primary liaison with IT Services and other campus offices for systems interoperability and data transfer. The position develops and maintains positive work relationships with library systems vendors for support issues, data loads, and system enhancements.
	 of TimeRow1: 15%
	Job FunctionResponsibilitiesRow1: LEADERSHIPProvide leadership, direction, supervision, strategic planning, and implementation of technologies to support teaching, learning and research of students, faculty and staff. Serve as a key member of the library’s administrative team, assisting with strategic planning and budget oversight.Collect, maintain, analyze, and report library collection and usage statistics, including data for library annual report, IPEDS, ACRL, and THEC. Participate in library assessment program.Serve as the primary liaison with UTM’s central Information Technology Services (IT Services). Participates on departmental and interdepartmental committees. 
	 of TimeRow1_2: 30%
	Job FunctionResponsibilitiesRow1_2: LIBRARY LSP AND DISCOVERY SYSTEMManage library services platform and discovery system, currently FOLIO and the EBSCO Discovery Service.Serves as primary liaison with the platform vendor for support issues, data loads, and enhancements.Collaborates with faculty and staff responsible for acquisitions, collection management, electronic resources, cataloging, public services, and interlibrary loan to analyze, maintain, and improve processes, reporting, and workflows.Monitors and manages system back-end processes including ongoing indexing, scheduling, etc.Consults with faculty and staff to determine the effectiveness of these interfaces and plan, implement, and test enhancements.
	 of TimeRow1_3: 20%
	Job FunctionResponsibilitiesRow1_3: ADMINISTRATIVE AND PUBLIC COMPUTINGOngoing selection, purchase, deployment, and maintenance of library-wide hardware and software, as well as trouble-shooting public-facing and internal technology solutions, including:- administrative computing for library faculty and staff.- student and public computing in library spaces.- maintenance of the library's technology inventory- purchase, installation, maintenance and troubleshooting technology, including scanners, printers, barcode readers, and peripheral devices.Coordinate and provide training to library faculty and staff for library systems and technologies. 
	 of TimeRow1_4: 20%
	Job FunctionResponsibilitiesRow1_4: DIGITAL CONTENT AND OTHER PLATFORMSCoordinate the digital content program including the institutional repository, currently CONTENTdm. Build collaboration with other campus units to identify and migrate to more robust digital content platforms.Support other library technology needs, including authentication tools for licensed content and integration with systems such as OCLC, SAP, Banner, and Canvas. 
	 of TimeRow1_5: 15%
	Job FunctionResponsibilitiesRow1_5: MANAGEMENT AND SUPERVISIONSupervise three staff positions with responsibilities for digital collections, library technologies, and administrative computing. Recruitment and training of new hires.Perform other duties as assigned. 
	Knowledge Skills and Abilities KSAs required to perform essential job functions All KSAs should be related to the functions and responsibilities of the position These statements should all contain the word knowledge skill or ability This is not the experience necessary to perform the essential functionsRow1: Demonstrated experience with complex, public-facing technology systems. Knowledge of authentication and identity management systems.Skills in the tools for data extraction and manipulation.Demonstrated knowledge of computer operating systems.Experience managing computer hardware, including installation, set-up, and maintenance.Strong written and verbal communication skills.Ability to effectively interact and communicate with a diverse group of individuals. Ability to work both independently and in a team environment.Demonstrated management experience. Demonstrated project management skills.
	Preferred knowledge skills and abilitiesRow1: Demonstrated knowledge of the library software industry.Knowledge of data structures for orders, subscriptions, budgets, vendors, encumbrances and invoices.Knowledge of data formats for bibliographic, authority and holdings records.Knowledge of data formats for patron records and loan and request policies.Knowledge of EDI workflows.Ability to analyze and synthesize information in order to make recommendations.Skills working in unix/Linux environment.Programming skills, e.g., Perl, PHP, and/or JavaScript.
	Field of Study indicate if a related field may be substitutedVocational or technical training: 
	Field of Study indicate if a related field may be substitutedssociates Degree: 
	Field of Study indicate if a related field may be substitutedBachelors Degree: 
	Field of Study indicate if a related field may be substitutedMasters Degree: library, information, or computer science
	Field of Study indicate if a related field may be substitutedDoctoral Degree: 
	Field of Study indicate if a related field may be substitutedOther licensescertifications: 
	Required leveltype of experience andor years of experienceRow1: A minimum of 3 years experience in higher education technology.A minimum of 3 years experience with public-facing software interfaces. 
	Preferred leveltype of experience andor years of experienceRow1: Experience with technology in medium-to-large-sized academic or research libraries.Experience managing a library services platform and discovery system.Experience with FOLIO and EBSCO Discovery Services.Experience in a Unix or Linux server environment. 
	Other Conditions of Employment required to perform essential functions of this position ie the employee would lose their job if at some point they didnt meet these conditions eg Valid Drivers license pesticide application certificationRow1: 
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