
Position Title: Head of Circulation and Interlibrary Loan Librarian 

Location: Jefferson, WI 

Pay Range: $18.22 - $24.11 

Hours: 30 hours per week, some evenings and rotating Saturdays 

Application Deadline: Friday, October 23 at 4:00 p.m.  

This position is open due to a retirement. 

 

Job snapshot:  

Under the direct supervision of the Library Director, the Head of Circulation and Interlibrary 

Loan Librarian is responsible for overseeing and coordinating all circulation activities, including: 

(A) helping to develop, communicate, and enforce effective policies and procedures and sets an 

exemplary standard for customer service; (B) assisting patrons with questions or concerns about 

their account, working at the circulation desk, stacks maintenance, and management of the local 

ILS (circulation computer system); (C) planning and coordinating circulation staff continuing 

education and oversee the training of new employees; (D) managing local operation of the 

interlibrary loan circulation system and oversee local preparation and processing of intra-system 

delivery; and (E) serving and assisting patrons while working at the circulation desk, within the 

library and on the phone. 

 

Essential skills include an advanced ability to communicate well with others verbally and in 

writing; outstanding management skills, a passion for customer service; and commitment to the 

library's mission. 

 

Library snapshot: Jefferson Public Library is located in the heart of downtown Jefferson. The 

library is a member of the Bridges Library System serving both Waukesha and Jefferson 

Counties. The library has 3 full time and 10 part time staff working as a team to provide 

innovative services to the growing community. The library offers that small town feel with big 

city access as we are located between Milwaukee and Madison.  

 

Educational requirements: Graduation from a college or university with a Bachelor’s Degree 

required. MLS or MLIS from an ALA-accredited institution is desirable. The equivalent 

combination of education, training and experience which provides the requisite knowledge skills 

and abilities for this job may be considered. 

 

Preferred experience: Experience working in a library preferred with increasing supervisory 

experience.  

 

Please apply by emailing or mailing cover letter, resume, and three references to: 

 

Melissa Anderson, Director 

Jefferson Public Library 

321 S. Main Street 

Jefferson, WI 53549 

manderson@jeffersonwilibrary.org 

 


