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DEFINITION
To plan, coordinate and administer computer systems and automation in the Oakland Public Library system; to coordinate the acquisition of new computer technology; and to train library staff in the use of automated systems.

SUPERVISION RECEIVED AND EXERCISED
Receives general direction from the Director of Library Services. 

Provides general supervision over a Computer Operator.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Supervise the operation of the library's automated information system.

Direct the generation and distribution of all system reports and system notices.

Direct the training of library staff in the use of the automated information retrieval systems.

Provide technical advice to the department head on capabilities and limitations of hardware and software. 

Review and participate in the development of flow charts of proposed systems; prepare required procedures manuals.

Resolve software performance problems through involvement of the library staff and software vendor.

Develop plans and strategies to meet the future automation needs of the library.

Supervise and evaluate assigned staff.

Coordinate the acquisition of new computer technology for the library with the staff of Office of Corporate Information Systems. 

Adhere to and enforce technical standards of the automated system.

Provide liaison with various public groups and organizations.

Perform related duties as assigned.

QUALIFICATIONS

Knowledge of:
Automated library systems.

Library administration, organization, technology and procedures.

Computer systems and library applications.

Automation vendor manuals; library policy and procedure manuals.

Principles of computer program development, planning, and evaluation.

Principles of supervision, training and management.

Ability to:
Develop plans and strategies to meet the needs of library automation.

Configure standard library software to meet the goals and missions of the Oakland Public Library.

Train library staff to use computer hardware and software.

Direct the work of subordinate staff.

Communicate effectively with public groups and staff in other departments.

Prepare and present oral and written reports.

Establish and maintain effective work relationships with those contacted in the performance of required duties.

EXPERIENCE AND EDUCATION
Any combination of experience and education that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:
Four years of increasingly responsible experience in library administration and systems analysis, including one year of supervisory experience.

Education:
A Master's degree from an accredited college or university in Library Science.

LICENSE OR CERTIFICATE
Possession of a valid California Driver's License
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