WEBSTER COUNTY LIBRARY
TECHNOLOGY COORDINATOR (PART-TIME)
MARSHFIELD LOCATION

Hours/Days
This position is part-time (approximately 25-28 hours per week).  Employee must be able to work any hours the library facility is open in order to meet the service needs of the community.

Salary/Wage		FLSA Status		Reports To		
$20.00/hour		Non-Exempt		Assistant Director/Director

Job Summary
The Technology Coordinator handles all of the library’s technology needs. This position is responsible for the design, implementation, maintenance and daily operation of the network, and attached equipment including PCs, printers, receipt printers, scanners, copiers, Wi-Fi access points, and laptops. This position is responsible for all software setup and maintenance.  The Technology Coordinator is responsible for troubleshooting and assisting Library patrons and staff with technology needs.   

Technology Coordinator Duties/Responsibilities

· Responsible for the daily management of the library’s network, computers, and all other technological equipment; including acquisition, installation, configuration, administration and maintenance. 
· Installs, configures and maintains all servers, firewalls, routers, switches, UPS backups, and Wi-Fi access points.
· Monitor internet and Wi-Fi connectivity for the library and troubleshoot as needed.
· Performs technical support for staff and patrons for all computer systems, peripherals/equipment, security system and VOIP phone system.
· Coordinates technical support and maintenance contracts with hardware/software vendors and service providers; including upgrades and licensing.
· Installs software and peripherals such as printers and scanners. 
· Maintain an updated technology plan and up to date technology inventory.
· Attend conferences and other relevant training opportunities.
· Establish and perform preventative maintenance, security, backup and disaster receovery procedures. 
· Become familiar with the library’s ILS for configuration needs, troubleshooting and assisting staff and patrons when necessary.
· Monitor the security of the network, including prevention measures, anti-virus, spyware protection, software updates and patches, and intrusion detection. 
· Assist other staff as needed with the library website and serve as a backup for maintenance of the webpage. 
· Assist the Library Director and other staff with compilation of technology related statistics, reports, tech-related policy/procedure development, and staff/patron training.
· Develops/maintains documentation that supports and promotes the ability to perform the responsibilities of this position.
· Other duties as assigned by the Library Director.

General Library Duties as Appropriate
· Learn library opening and closing procedures. 
· Learn and perform the functions of the library circulation desk as needed.

Knowledge/Skills/Abilities
· The ability to interact pleasantly, constructively and cooperatively with library patrons of all ages and staff.
· Possess a high level of commitment to public service.
· Attends work on a regular, dependable and timely basis.
· Possess excellent communication and organizational skills and the ability to assist and instruct others. 
· Ability to support and follow instructions, rules, procedures, and policies.
· Ability to work independently and efficiently. 
· Demonstrate considerable independent judgment and knowledge in the performance of assigned duties. 
· Have a genuine commitment to the security of data and the protection of patron privacy. 
· Ability to perform detailed work in an accurate and organized manner.
· Must exhibit flexibility, initiative, energy, patience, and tact.
· Be willing to acquire knowledge of new technology available and translate that knowledge to a library setting, including working with the Director to recommend and implement new technologies.

Qualifications
· Must have a high school education or GED equivalent and be 18 years of age to qualify. A college degree in a technology or related field is preferred for the position.
· Must have demonstrated experience working with technology.  
· Must have a sound knowledge of software, computer operations, systems architecture, hardware and technology management techniques.  
· Must be able to pass a security background check.

Working Conditions/Physical Demands
Accomplished with or without reasonable accommodation
· Ability to complete tasks while standing for extended periods of time.
· Ability to reach high or low to review or retrieve materials on shelves (stools are available).
· Ability to bend beneath desks and tables to connect cables and wires. 
· Operation of a computer keyboard and mouse at efficient speed.
· Sufficient clarity of speech and correctable hearing to communicate well with staff and patrons.
· Sufficient correctable vision to review a wide variety of library materials, written correspondence, reports and related materials in both electronic and hard copy form.
· Ability to lift and/or move material weighing up to 40lbs.
· Primarily indoors with heating and cooling regulated in a general library environment.
· Ability to drive to our Rogersville Branch Library to maintain their technology needs.  Mileage is reimbursed.
· Working hours when the library is closed may be occasionally necessary to perform specific project duties. 

The above statements are intended to describe the general nature and level of work performed and are not to be construed as an exhaustive list of all duties for an employee hired for this position.  

Applications are available at the library Circulation Desk and on the library website webstercountylibrary.org.  Contact: 417-468-3335.  

Return applications with resume to: Webster County Library, Attn: Director, PO Box 89, 219 W. Jackson, Marshfield, MO 65706

Or email application and resume to marinfo@webstercountylibrary.org

Applications will be reviewed until the position is filled.

April 29, 2026
