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SUMTER COQUNTY BOARD OF COUNTY COMMISSIONERS

JOB DESCRIPTION
| JOBTITLE: GCermmurity-Services-Administrative Coordinator
DEPARTMENT: Community Services AdministrationPivision
QOffice
DIVISION: Community Services
GENERAL DESCRIPTION:

Highly responsible work in the management and administration of various departments within the
Community Services Division (division) as administrafive coordinator to the Division Director,
Employees assigned to this classification require advanced and technical knowledge of the
departments and operation of the division.

ESSENTIAL JOB FUNCTIONS:

| 1. Assists division director in directing and supervising the activities, functions and personnek—
of the division. Supervises staff in the operating units through department managers or
supervisors. Directs and supervises the administrative functions of the division. Supervises

division administrative support staff. Acts in the absence of the division director.

2. Coordinates and supervises special projects as assigned by the division director.

3, Acts as a backup to contract management of the Transit Department and Finange+ :
Coordinator position-and-Transit ManagerPositions.

4. _Responsible for management ofell Animal Control Services citation process including

balancing, coliection and hearing preparation for the Special Masier,

5, _Assists the division director and department heads on Board policy issues, makes+.

recommendations and revisions to division policy and procedure manual, recerds
maintenance management;-assists with yearly budget preparation requests and eversees
assists in oversight of budget compliance within the departments.

Serves as Alfernate Drug and Alcoho! Program Manager of Transit's Drug and Algohols—=
program_ensuring_reporting and compliance,  Assists in the preparation and ensures i
acouracy and submission timeliness of the Transit's Annual Operating Repert, Rate Model

Calculation, System Safety Program Plan {SSPP), and Transportation Disadvantaged
Service Plan (TDSP), Operations Manual, Memerandum of Agreement (MOA), Drug
and Alcohol, and various funding proposals/granis, reports, and contracts for the
Transit Depariment. _Serves as liaison to the MPO in the development of agenda and

preparation of items for required Local Coordinating Board meetings.

and transcribe meeting minutes, prepares agendas and packels and other types of
correspondence; interacts and communicates with various individuals and groups
including elected officials, department heads, other county employees, supervisors, state
and federal employees, other governmental agencies and the general public.
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4.7. Represents the division and the County at various meetmgs may be requested to take+ -~ { Formatted: Butiets and Numbermg




5.8, Keeps abreast of developments and trends in the various fields within the depariments+— = --[
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comprising the division, Attends professionat conferences and programs. Researches and
drafts reports and work scopes based on information from records or files, narratives and
statistical tabulations.

G.8.Confers with and receives complaints of citizens and employees on spesi

o
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preblemscustomer service issues. Works with and assists the citizen or employee fo
rasolve more difficult problems or questions. Gempileshonitors complaints related to
confracted services-Board-contracis. compilesing data and statistics, suggests solutiong fo
problems and forwards to division director and appropriate departments, advises citizens
on status and follows-up.

-

106. Prepares, monitors and tracks time priority of contracts, agreements, grant applications,

compliance with grant specifications, budgets, a variety of reports and recerds including
attendance reports, maintenance reports, inventory records, cost reports, news releases,
advertisements, status reports, applications, agreements, job descriptions, surveys and
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correspondence for division, departments, local, state and federal agencles, =~~~ _- <[
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[These essenlial job functions are nof fo be construed as @ complefe sfafement of ail dufies performed. Employees will be
required fo perform other job refated marginal duties as required.}

S

MINIMUM QUALIFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:
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Knowledge of Board, division and department procedures, practices and operations.
Knowledge of modern business practices, procedures and eguipment including data
processing and computer applications.
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Knowledge of madern administrative and management concepts and practices.

0.2"+ 043"+ 05"+ 09"

Knowledge of financial and budget matters with ability to allocate costs/revenues and
establish rate structures.

Knowledge of Florida Statutes relating to division and departiment operations.

Knowledge of business English, spelling and punctuation.

Knowledge in human relations matters.

Ability to supervise employees.

Ability to understand and follow complex policies, laws and directives.

Ability to plan, direct, prioritize, and supervise pragrams and activities with close attention to
accurate results.

Ability to establish and maintain an effective working relationship with the general public,
multiple agencies, elected and appointed officials, supervisory personnel, co-workers,
subordinates, the media, representatives from all levels of govermnment, and business
professionals.

Ability to exercise Initiative and independent judgment and to work with minimum supervision
to accomplish assigned duties.

Abhility to coordinate multiple activities.

Ability to utilize tact and deal effectively with a culfurally diverse population and fellow
employees under difficult or stressful situations.

Ability to write reports, grants, resolutions, official documents and business correspondence.
Ability to analyze and compile statistical data, prepare wiitten technicat reports and maintain
records.
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+ Ability to perform professional level work applying principles of rational systems such as
budget preparation, office management, etc. In order to solve practical and complex
problems and deal with many variables in situations where only limited standardization
exists.

«  Ability to communicate effectively both orally and in writing.

«  Ability to write speeches, advertisements and articles using original or innovative technigues
or styles, ‘

+  Ability to take a teamworl approach by cooperating with others, offering to help others when
needed and considering larger organization or feam goals rather than individual concerns.

EDUCATION AND EXPERIENCE:

+  Graduation from an accredited high school or possession of an acceptable equivalency
diploma, supplemented by college level business courses.

+ Five (5) years experience in advanced administrative support work.

+ Two (2) years experience in program administration.

[A comparable amount of training, education or experience may be substituted for the above minimum
qualifications.}

LICENSES, CERTIFICATIONS OR REGISTRATIONS:
+ Valid Florida Driver’s License and a driving record acceptable to insurance provider

ESSENTIAL PHYSICAL SKILLS:

Acceptable vision (with or without correction);

Acceptable hearing (with or without hearing aid);

Must be able to communicate using speech, hearing and vision skills;

Must be able to access file cabinets for filing and retrieval of data;

Must be able to sit at a desk and view a display screen for extended periods;
Must be able to enter and retrieve data from a computer.

a & = » o 9

ENVIRONMENTAL CONDITIONS:

+ Works inside in an office environment with occasional driving and outside work.

Reasonable accommedation will be made for otherwise qualified individuals with a disability.
FLSA Non -Exempt Status
Revised 10/01/1146/4408

Emplovee Sfatement

By signing below, 1 agree and understand that 1 must be able to perjiorm each
responsibility set forth above to continue my employment with the Board of
Sumter County Commissioners.
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BOARD OF SUMTER COUNTY COMMISSIONERS
JOB DESCRIPTION

| JOB TITLE: ClerkiDriver | LOW
DEPARTMENT: Library Services
DIVISION: Comtunity Services

GENERAL DESCRIPTION:

Operates the department’s bookmobile to transport mobike library services to predetermined locations of the
counly. Performs responsible clerical work including the circulation of library materials, the registration of
library patrons, and the furnishing of information to fibrary users. This position requires considerable
contact with the public.

ESSENTIAL JOB FUNCTIONS;

1. Pre-inspection of vehicle and maintaining records.

2. Operates department vehicles, primarily the bookmobite, in transporting library staff, collections
and equipment to assigned deslinations. Operates two-way radio and mechanical eguipment
used in assisting passengers.

3. Performs light maintenance on vehicles such as fuels, checks/adds oil, water, air, brake fluid;
cleans and washes vehicles.

4. Provides information on library programs, services, policies and procedures.
5. Assists the public with the use of the computer catalog.

6. Processes applications for library cards, checks library material in and out to reflect accurate
patron records.

~

Accurately re-shelves library material, maintains comect shelf order of all items. Checks shelvas
for materials on hold or overdue,

8.__Assists in library programming.

: -1 Farmatted: List Paragraph, No bullets or
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respond/perform emergency and recovery duties as assigned by immediate supervisor, = : it
Formatted: No bullets ar numbering
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%10, Regular attendance. +

[Thase essential job functions are not lo be construed as a complete statement of all duties performed. Employees will he required lo
perform olther Job related marginal duties as required.}

MINIMUM QUALIFICATIONS: -

KNOWLEDGE, SKILLS, AND ABILITIES:




Clerl/Driver |

+ Knowledge of safety regulations, highway laws and the practices applied to the safe and skillful
operation and care of light motor vehicles

Knowledge of routine mainfenance of vehicles

Knowledge of county road system; preferred

Knowledge of basic library materials and procedures

Knowledge of basic clerical methods and practices including filing aiphabetically and nurnerically..
Ability to proficiently operate a personal computer, other office machinas and two-way radio
Ability to safely operate motor vehicles under alf weather and other driving conditions and to follow
safety training instructions and highway safety rules and laws

Ability to communicate effectively, both orafly and in writing._-and

*  Abilily to understand and carry out simple oral and written directionsinstructions.

«  Ability to maintain working relationships with the public and fellow employees

+  Ability to enforce safety rules, tactiully and firmly, with the public

= Ability to read numbers and letters rapidly and accurately.
sAbllibyte-sorand-Healphabeticallrand numeriesliy

«  Ability io leam compulerized programs.

+  Ability {o sit at a desk and view a display screen for extended periods of time.

* s ¢ 0

2

EDUCATION AND EXPERIENCE:

» Graduation from an accredited high school or possession of an acceptable equivalency diploma
¢ One (1) year related experience or training in farge vehicle operation and clerical work

[ :\:omparable armount of training, education or experience may be substituted for the above minimum qualifications.)
LICENSES, CERTIFICATIONS OR REGISTRATIONS:

« Valid Florida Driver's License and a driving record acceplable to insurance provider.

(A comparable amount of training, education or experience may be substitisted for the above minimum qualifications.)

ESSENTIAL PHYSICAL SKILLS:

» Acceptable visicn (with or without correction)
+ Acceptable hearing {with or without correction}
+ Moderate lifing and camying (up to 50 pounds)
» Must be able {o operate appropriate motor vehicles
» Push heavy loads
s Walking '
+ Standing
+ Kneeling
+ Bending
+« Reaching
+  Sitting
+  Stooping
ENVIRONMENTAL CONDITIONS:

Works inside an office envirenment or within a passenger vehicle, both climale controlled, with limited outside
duties.

Reasonable accommodation will be made for otherwise qualified individuals with a disability.




Clerk/Driver |

FLSA Non-Exempt Status

Reviewed 10/1/161

Emplovee Statement

By signing below. | agree and understand that | must be able to perform each
responsibility set forth above {0 continue my employment with the Board of Sumter
County Commissioners.,

Signature Date




BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: Director of Community Services
DEPARTMENT: Community Services
DIVISION: Community Services

GENERAL DESCRIPTION;

Highly responsible work in the management and administration of the various depariments within the
Community Services Division._Providing leadership and assistance fo depariment heads within the
division, Plans-and-manages-SumterCounty TransitServes as department head for Animal Control
Services and contract manager for misdemeancr probation services.

ESSENTIAL JOB FUNCTION:

1. Administers and carries out the directives and policies of the County Administrator and the Board of
County Commissicners.

2. Directs and supervises the aclivities, functions and personnelgelling performance expeciations for
personng! -of the Community Services Division.

3. Establishes policies and procedures for the operations of the depariments within the Division
purstant to the policies and procedures adopted by the Board. Makes recommendations and
revisions fo Bepartment-departmental Ppolicy and Procedure-procedure Manualsmanuals.

4, Determines time priority of specific projects in accordance with their necessity and desirability and
the time limits set for completion.

Expected to embrace and contribute to the culture of process improvement with
a focus on streamiining our processes. adding value to the county and meeting citizens
needs and requesis,

[a]

5.8, Confers with cilizens and employees on specific problems within the division. Provides
suggestions for problem resolution to the County Administrator.

&:7. Keeps abreast of developments and trends in the various fields within the division. Attends
professional conferences and programs and represents the division and the county at various
professional and public meetings.

7-8. Supervises the gathering of statistics, reports and exhibits. Makes presentations and
recomimendations to the Board, County Administrator, Advisory Councils, Federal, State and other
agencies.

9. Oversess the budgel process for the division, demonstrating forgcasting abilitles and incorporating *--{ Férmatted: Buffets and Numbering ]
strateaic goals and performance measures. s E RS
8.10. Prepares grant applications, service plans, and reports for submission {o Local, State, and Rt —[ Formatted: Bullets and Nurbering

Federal funding agencies. Prepares and monitors contracts.




Director of Community Services

1. Heads Fransit Department’s- Accident Evaluation Board-and-wWorks with the Local Coordinating  + Formatted: Indent: Lefe: 0,13, Cutline
Beard to improve transportation services | numbered + Leval: 1+ Numbering Style: 1, 2,
3, ... + Startat: 1 + Alignment: Left + Aligned
at: 0"+ Indent at: 0.25"

- ‘[ Formatted: Bullets and Numbering

44:13. Regular attendance, - '[Formatted: Bullets and Numbering

40,12, Manages the Division’s Drug and Afcohol Pravention Program. e

{These essentlal Job functions are not fo be construed as a compiete statement of ail dufies performed. Employees will be required
to perform other job related marginal duties as required.)

MINIMUM QUALIFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of Board procedures, practices, and department operations.

Knowledge of modem administrative and management concepts and practices.

Knowledge of Florida Statutes relating to division and department operations.

Knowledge of the procedures and techniques required for the efficient operation of a rural transit
system.

Knowledge of State and Federal transit regulations.

Skill in computer applications,

Ability fo allocate costs/revenues and establish fare structures.

Abhility to effectively supervise employees.

Ability to establish and maintain an effective working relationship with the general public, public
officials, department heads, employees, transportation providers, agencies, and community groups.
Ability to understand and follow complex policies, laws, and directives.

Ability to exercise initiative and independent judgment.

Ability to write grants, resolutions, official documents, and reports.

Ability to communicate effectively both verbally and in writing.

Ability to compile and analyze statistical daia.

Ability to make public presentations.

Ability to coordinate multiple activities.

EDUCATION AND EXPERIENCE:

« Graduation from an accredited four (4) year college or university with a degree in Liberal Arts,
Public Adminisiration, or a relaled field.

« Five (5) years experience in a supervisory role

« Five (5) years experence in program administration.

{A comparable amount of training, education or experience may be substiluted for the above minimum qualifications).
LICENSES, CERTIFICATIONS OR REGISTRATIONS:
» Valid Florida Driver's License and a driving record acceptable to insurance provider.

ESSENTIAL PHYSICAL SKILLS:

Acceptable vision (with or without correction}

Acceptable hearing {with or without correction)

Ability to communicate using speech, hearing, and vision skills.
Abhility fo operate a personal computer.

Ability to work under stress with time constraints.




Director of Community Services

ENVIRONMENTAL CONDITIONS:

Works inside in an office environment.

Reasonable accommadation will be made for otherwise qualified individuals with a disability.

Rev. 10/05
FLSA Exempt Status

Employee Statement

By sianing below, | agree and understand that | must be able to perform each
responsibility set forth above {0 continue my employment with the Board of Sumter
Couniy Commissioners,

Signature Date




" BOARD OF SUMTER COUNTY COMMISST s
JOB DESCRIPTION

i| Gray-25%
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JOB TITLE: Finance Coordinator
DEPARTMENT: Community Services
DIVISION: Community Services
GENERAL DESCRIPTION:

Performs advanced detailed fiscal and financial duties in support of Community Services =
Departments financial operations. Assists the Division Director, —Assistant-Birester—and
Depariment HeadsGemmunity Services-Depariment-Heads- fn performing financial duties for the
Division.

ESSENTIAL JOB FUNCTIONS:

1. Maintains ledgers, reconciles financial records, and prepares purchase orders and
purchase vouchers for deparfments within the Division,_E-ensuresing availability of

budgeted funds,-and completes documentation and auditfermonitors compliance with
puichasing policyfor finance is-altached:-,

2. Prepares departmenta), interdepartmentatinterdepartmental-and grant invoices.
Prepares and distributes monthly financial reports and invoices. monitoring deadlines for
boil,_ Moniters revenue raceipt and spending activity throughout all departments within
the Division and {racks revenue and spending for Transit and Animal Control Services.

3. Administers stafe—funded Health Care Responsibility Act ensuring compliance withthat Formatted: Bullets and Numbering ]
program guidelines are-adheredto. Reviews and improves process to einsure cost R
savings when possible and adherence to state mandated standards. Responsibie for
applicant correspendenca, inferviewsraview and, determination of applicant eligibility by
determining which guidelines apply to each individuals unigue situation. ;-Processes

freconciliation and payment relating to the programeeuniies-Health-Gare-Responsibilily
Actprograms.

3— 4. Administers the Indigent Burial Program and the Agency for Health Care
Administration program to defermine eligibility ef paysutfor payment and—lncluding
document maintenance.

{ Formatted: Buffets and Numbering

kted: Indent: Lefi: 0.25"
§ Serves as backup to contract management of Transit dDepartment on financial

reconciliation, grant i mvolcmg grant reporting. contract paymentsacseunts-pavable and:
fiscal complianceaudit issues and-reporting:

6. Serves as back-up to the Administrative Cogrdinator and resolves customer service

issues with all departments as needed. S
', S— - { Formatted: Bullets and Numbering )

&As_sists—#kthe—ﬁrepa{at—iansﬂhe{—mnuaLbudge&s—f@r—depaﬁm&a{swi@hh%—th&@iwsien: - { Formatted: Bullets and Numbering }




4.7, Assisis-inthe-preparation-oiHhe Annual Operating Repor-{AOR)-System-Safely- P;egfam%;—'\ = { Formatted: Indeat: Left: 0.25" ]
E;:fﬁéssppaman&T{aﬁ%eﬁ&ﬁg&%ﬁ;;ﬂ{aged S.Ie:wceupi an- ("{—BSP) Gj;pe—{;a;zzi—iﬂ:gual- » { Formatte (F Bullets g_Numb?r.ing ]
contrasts-for-the Transit Bepartment:
Serves as the division’s irainer for in-house software programs. _ldentify and mine data to
be used in statistical reporting and improving efficiencies within the depatrtments. Liaison
between Community Service Division and Information Technologyies to resolyve jssues,
implement software applications/upgrades and improve efficiencias.

8. Prepares or assists in preparation of annual budgets for all departments within the + =~ - -] Formatted: Numbered + Leval: 1 +
division einsuring thatthe needs of the depariment are addressed, consistency between Numbering Style: £, 2, 3, ... + Start at: 8 +
departments, and accuracy of detail isare provided. ldentifiesy areas of improvement "\ | Alignment: Left + Aligned at: 0.25" + Tab
where possible savings can be realizedAssiststn-the proparation-of the-annual budgets v, Lafter: 0.57 + Indent at: 0.5
for-departments within the Division.. { Formatted: Bullets and Numbering

T '{ Formatted' Indent' Left: 0.25"

6:9. Prepares and verifies payroll for departments within Division. Rkt -{ Formatted: Bullets and Numberlng B
710, Regutar aftendance. ]

[These essential job functions are not to be construed as a complete statement of all dulies performed. Employees will be
required to perform other job related marginal duties as required.}

MINIMUM QUALIFICATIONS:

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of office procedures.

Knowledge of accounts receivable, accounts payable, and general ledger.

Skill in operating computer and other office equipmeant.

Ability to communicate effectively, both orally and in writing, to understand, issue, and
carry out oral and written directions.

+  Ability to maintain effective working refationships with the public and fellow employees.

¢ & » 9

EDUCATION AND EXPERIENCE:
« Graduation from an accredited high school or possession of an acceptable equivalency

diploma.
e Two (2) years experience in administration, clerical, or financial work.

{A comparable amount of tralning, education or experience may be substituted for the above minimum quaifications.)
LICENSES, CERTIFICATIONS, OR REGISTRATIONS:
« \/alid Florida Driver's License and a driving record acceptable to insurance provider.

ESSENTIAL PHYSICAL SKILLS:

Acceptable vision (with or without correction).

L ]

+ Acceptable hearing (with or without correction).
+ Light lifting and carrying {up to 30 pounds).

¢ \Walking

« Standing

*

Kneeling




s Bending
e Must ba able to sit for long periods of time and perform data entry.

ENVIRONMENTAL CONDITIONS:

. Works inside in an office environment, with limited outside duties.

Reasonable accommodation will be made for otherwise quélified individuals with a disability,

Rev. 10/07

FLSA Non Exernpt Status

Emplovee Statement

By signing below, | agree and understand that | must be able to perform each
responsibility set forth above to continue my employment with the Board of
Sumter County Comrmnissiconers.

Signature Date




BOARD CF SUMTER COUNTY COMMISSIONERS
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JOB TITLE: Librarian

DEPARTMENT: Library Services

DIVISION: Community Services

GENERAL DESCRIPTION:

Professional library work providing internal and external cusiomers with assistance in finding information on a wide range of
subjects utilizing a variety of library resources related fo reference service, reader's advisory, research, and fibrary instruction,
+selecting shildren'syoung-adull-and adulbmatedals:

ESSENTIAL JOB FUNCTIONS:

1. _Provides direct informationai, reference, and reader's advisory services to the public. Interviews customers, In person,
by mail, electronic means, or telephone to provide reference service {o the public,

R ‘[ Formatted: Indent; Left; 0.38", No buliets or ]

4:2. Instruct library patrons on the use of the online library caialog and databases, the Internet, and library equipment, numbering

2 Poavidas dirscHinformationalsefercneerand-reader s advisory servicesto the public—Interdaws-sustemersin == Formtatted: Indent: Left: 0.38", No bullets or
pasorn-by mail-clecironic maans-or telephone-to-delermine the-nalure-otinquirrend-the-appropriatemostlikely Aumbering
reseurces-forlecatinginformationrequesied:

Z—Uses-theonlinecatalog-dalabases-and ntemetic assist customers in finding librans-matedals—Advises-custemersin
the selection ofreading matedals and informatien-seurces-periaining-loheir needs Provides Information-and-referral

{o-faciflale cusiomer acoessio-olher communily resourcesfbraresrand-sorvice-agencies—Recommends-websiles-for
business-asademierand-olherinformalion-inaules.

—

-z —1{ Formatted: Indent: First fine:

4-3. Troubleshocts library equipment. Diagnoses and reporis equipment problems.

5.4, Evaluates library materia using collection development criteria to determine usefulness of titles and updates or replaces
tittes. Surveys the collection to identify areas in which additioral materials are needed. Evaluates damaged material to
determine repair or replacement. Reviews new malerials.

&:5. Develops, plans, and implements age-appropriaie library programs for the general public and special groups on topics
to meet community needs and inferests. Includes setting goals and objectives, researching topic, planning for use of
resources, materials preparation, and program presentation and evaluation. Plans, schedules, and presents library
tours. Confers with teachers, parents, and community groups fo plan and implement library programs.

6. Communicates and carries out policies, procedures, and established practices of the Sumter County Library System.
Performs opening and closing duties and functions as lead worker in Library Supervisor's absence when required.

Farmatted: Kot Expanded By/ Condensed by ]
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7. Serves on Library committees to develop policies and procedures.

8. In case of emergency or crisis situation (hurricane, flood, efe.) position is required fo respond/perform emergency
and recovery duties as assigned by immediate supervisor.

9. Regular attendance.

[These essenlial job functions are not to be consirued as a complete statement of all dufies parformed.  Employees will be required fo perform other job
related dufies as required.}

MINIMUM QUALIFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:

+ Knowledge and expetience with principles and methods of professional library services and library cooperation.




Librarian

Knowledge of a wide range of literature and the ability to share this knowledge.

Knowledge of reader interests and the ability to recommend titles and assist library users in selecling age-
appropriate malerials.

Skill with personal computers, including word-processing and spreadshest software

programs.

Ahility to work a flexible schedule which includes days, evenings, and weskends.

Ability to function independently without constant direct supervision and use independent judgment fo resclve
customer concerns when appropriate.

Ability to set priorities and meet multiple deadlines.

Ability to conduct research and advanced search methodologies.

Ability to remain calm in stressful situations and adapt to interruptions, changes, disorder, and shifting needs with
losing efiiciency, effectiveness, or composure.

Apbility to develop and present instruction, training, and programs for library users and groups.

Ability to speak, read, write, and understand English and follow cral and written instructions.

Apbility to communicate clearly and concisely both orally and in writing with individuals or small groups.

EDUCATION AND EXPERIENCE:

« A Masters Degree in a Library Science program from a college or university accredited by the American Library
Associaticn

»  Fwe-QOne (21) years public-library experience that includes customer service, program planning and
implementation, and extensive use of computer technolegies.

{A comparable amount of training, educalion cr experience may be substiluled for the above minimum qualifications.)

LICE|

NSES, GERTIFICATIONS OR REGISTRATIONS:

Valid Florida Driver's License and a driving record acceptable to insurance provider.

ESSENTIAL PHYSICAL SKILLS:

. Acceptable vision {with or without correction)

. Acceptable hearing {with or without correction}

. Moderate lifting and carrying (up to 50 pounds)

. Reaching

. Walking

. Standing

. Sitting

. Knesling

. Bending

. Stooping

» Ability to sit at a desk and view a display screen for extended periods of time.
ENVIRONMENTAL CONDITIONS:

Work in a climate contralled environment, primarily working with the public.

Reasonable accommaodation will be made for otherwise qualified Individuals with a disability.

| Revised 10/1/1146
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Employee Statement




Librarizn
By signing below, | agree and understand that | must be able to perform each responsibility set forth
above to continue my employment with the Board of Sumter County Commissionars.

Signaiure Date




BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: Library Assistant
DEPARTMENT: Library Services
DIVISION: Community Services

GENERAL DESCRIPTION:

Performs respensible~routine library clerical work including the circulation of library materials, the
registration of library patrons, and the furnishing of informafion to library users. This position requires
considerabla contact with the public and general knowledae of library funclions and services.

ESSENTIAL JOB FUNCTIONS:
1. Provides information on library programs and services, library circulation policies, fees, and finas.
2. Assists patrons with the use of the computer cataleg.

3. Processes applications for library cards, checks library material in and out to reflect accurate patron
records,

4, Performs opening and closing procedures as instructed by supervisor.

5, Accurately re-shelves library material, maintains correct shelf order of all items. Checks shelves for
materials on hold or overdue.

6. Assists in planning and implementing library programming.

7. Accesses, inputs and retrieves information from a computer. Inputs various data inte computer using
word-processing based software and the Library Services materials database.

9°

8. Gives information in person or by telaphone to staff and the public, applying knowledge of rules,
regulations and procedures of the assigned unil.

- = Fnrmatted List Paragraph, No bullets or
9. _Incase of emergency or crisis situation (hurricane, flood. ele.) position is required to resoondlperform : numbenng, Hyphenate
emerdency and recovery dutiss as assigned by immediate supervisor. : :
&

numbering
o "(Furmatted Bullets and Numbering
fFormatted Bullets and Numbering

|  8:10.Regutar attendance.

Formatted: Indent: Left: 0.38", No bullets or ]

[These essential job functions are not to be construed as a complete stefement of all duties performed. Employees will be required
fo perform other job related marginal duties as required.J

MINIMUM QUALIFICATIONS:

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of basic library materials and procedures.

Knowledge of basic clerical methods and practices.

Knowledge of keyhoarding and computer data entry.

Ability to work with the public of all ages in a courteous and respectful manner,




Library Assistant

Ability to read numbers and letters rapidly and accurately.

Ability to sort and file alphabetically and numerically.

Ability to learn computerized programs.

Ability to communicate effectively, both orally and in writing, and to understand and carry out oral and
written directions.

EDUCATION AND EXPERIENCE:

. Graduation from an accredited high school or possession of an acceptable equivalency diploma.
. One (1) year related experience or training.

{A comparable amount of Iraining, education or experience may be substituted for the above minimum qualifications.)

LICENSES, CERTIFICATIONS OR REGISTRATIONS:

. Valid Florida Driver's License and a driving record acceptable to insurance provider.

ESSENTIAL PHYSICAL SKILLS:

. Acceptable vision (with or without correction)

. Acceptable hearing (with or without correction}

. Mederate lifting and carrying (up to 50 pounds)

. Reaching

. Walking

. Standing

. Sitting

. Kneeling

. Bending

. Stooping

. Ability to sit at a desk and view a display screen for extended periods of fime.
ENVIRONMENTAL CONDITIONS:

. Work in a climate controlled environment, primaiily working with the public.

Reasonable accommeodation will be made for otherwise gualified individuals with a disability.
Reviewed 10/01181

FESA Non-Exempt Status

Emplovee Statement

By signing below, | agree and understand that | must be able {o perform each

responsibility set forth above to continue my employment with the Beard of Sumter
County Commissioners.

Signature Pate
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BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: Library Services Manager
DEPARTMENT: Library Services
DIVISION: Communitfy Services

GENERAL DESCRIPTION:

Highly responsible administrative and management work in directing and coordinating all phases of
Yibrary services under the jurisdiction of the Board of County Commissioners.

ESSENTIAL JOB FUNCTIONS:

1, Serves as administrator for the Sumier County Library System.

2. Plans, organizes, directs and implements the operation and administration of branch libraries and
bookmobils.

3. Funclions as liaison and fosters cooperation between all governing agencies, local advisory boards
and library staff.

4. Prepares applications and documeriation to qualify and receive state, federal, and private
assistance; administers all state, federal and private grants

5. Develops, implements and updates an annual pian of service and a single long range plan of
service for the Sumier County Library System.

&.Responsible for Library Services budget preparation, maintenance and confrol. Prepares a single  +
budget for library service 1o residents of participating local governments and organizations and
administers the budget for the Sumter County Library System.

im%%zmmmm%mmmmmwwmm%m‘
bythe-Board-of Counly Com

missieners.

Farmatted: Buflets and Numbering

Formatted: Numbered -+ Level: £+
MNumbering Style: 1, 2, 3, ... + Startat: 1 +
Alignment: Left + Aligned at: 0.13" + Indent
at: 0.38"

8.7. Manages the- } i ideoccosstomatorale-programs; < ‘{Formatted: Bullats and Numbering
and-services—recruifment. selection, hirlng, discipline. and retention of library personnel, 2 “{Formatted: B and Numbering

9.8, Prepares, evaluales, analyzes and maintains statisticalffinancial reports. Provides monthly and

= ”{ Formatted: Bullets and Numbering
yearly reports reflecting the activities and statistics. s :

40.9. Develops a training program for library staff, advisory boards and others responsible for the
provision of county-wide library service.

Formatted: Bullets and Numbering

4+10. Develops and implements service programs consistent with the strategic plans and the
purposes of the county library system.

== { Formatted: Bullets and Numbering

4211 Informs County Administration of changes in state and federal regulations and - —f Formatted: Bullets and Numbering ]
appropriations and local concerns affecting Library Services. E : :

4312, Serves as the State Division of Library and Information Service primary contact forthe <« —- { Formatted: Bullets and Nun'-xb.eurrir;g.]. ]
Sumter County Library System and prepares reports for the Division as required. i o e




Library Services Manager

14:13. Parlicipates in professional activities 1o maintain knowledge of current trends in - -[ Formatted: Bullets and Numbering
librarianship and related fields, R e

1514, Regutar travel in the service area required. -——- —[ Formatted Buiiets and Numberlng

1815, In case of emergency or crisls situation (hurricane, flood, efc.} position is required to tted Builets and Numbenng

perform reasonable duties as assigned by immediate supervisor.

1716, Regular attendance. = ‘| Formatted: Bullets and Numbering

[These job funclions are not to be constuad as a complete statement of all dufies parfarmed. Employees will be required to perform
other job related marginal dufles as required.]

MINIMUM QUALIFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:

« Comprehensive knowledge of public library governance, services and management including
planning, budgeting and evaluation.

Knowledge of Florida Library governance struclure.

Knowledge and experience with principles and methods of professional library services.
Knowledge and Sexperience in develaping and implementing adminisirative procedures and
evaluating their effectiveness.

o Knowladge of prnciples and practices of library cooperation.
o Siillin the use of personal computers, ingluding word-brocessing softwarg and spreadsheet

programs. : e
. . { Formatted: Indent: Left: 0.38%, Ho bullets or |
«  Ability to motivate and supervise. nump_erln :

«  Ability to develop and present training for staff, boards, and volunteers.

oEamiliarity with-perconal-computers including-word-proceseing-software-and-spreadshest-programs.
siknowledge ot principles-and practices-oflibrarrcocperation:

e Abilily to speak, read, write and understand Engish.

«  Ability to communicate clearly and concisely both orally and in writing.

sAbility-to-type-a-minlrm-o{ 36 words-perminute: - ‘{ Formatted: Builats and Numl;ering
EDUCATION AND EXPERIENCE: :

« AMasters Degree in a Library Science program from a college or university accredited by the
American Library Association

»  Five (5) years of full-ime professional experience at an administrative Jevel to include a minimum of
two (2) years of senior management in a public library

s Two (2) years of post MLS professlonal library experience is required.

s Professional experience within multi- site library systems and cooperative library systems is
preferred, \

(A comparable amount of fraining, education or experignce may be substituted for the above minimum qualifications.)
LICENSES, CERTIFICATIONS OR REGISTRATIONS
« Valid Florida Driver’s License, and a driving record acceptable to insurance provider.
ESSENTIAL PHYSICAL SKILLS:

» Acceptable hearing (with or without correclion)




Library Services Manager

s Acceptable vision {with or without correction)
» Able to operate a moter vehicle.
« Must be able to communicate using speech, hearing and vision skills.

ENVIRONMENTAL CONDITIONS:

» Primarily works in a climate controlled office environment
+ Some travel o other locations cut-of-doors visiting County staff, public and field projecis.
Reasonable accommodation will be made for otherwise qualified individuals with a disabitity.

Revizsewed 10/101

FLSA Exempt Status

Employee Statement

By signing below, | agree and understand that | must be able to berform each

responsibility set forth above to coniinua my employment with the Board of Sumter
County Commissioners.

Signature Date




BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: Library Supervisor
DEPARTMENT:  Library Services
DIVISION: Community Services

GENERAL DESCRIPTION:;

Responsible for the day-to-day operaiion of a branch library; furnishes information fo library users,
Friends of the Library, and olher entities; collection development; adult and children’s programming;
coordination of policy and procedure with Sumter County government and the Sumier County Library
System (SCLS); and oversight of library building maintenance. This position requires considerable
confact with the public. May perform dulies of library staff as needed. Close contact is mainiained with
the SCLS Headquarlers and with other branch fibraries.

ESSENTIAL JOB FUNCTIONS:

1. Ensures the efficient and effective operation of the branch library, according to policy and
procedure established by the Board of County Commissioners and the Library System.

2. Serves patrons in a courteous and professienal manner.
3. Interviews, supervises, trains and evaluates library staff.

4. Recruits, trains, assigns and reviews the work of fibrary staff and volunteers in the branch library,
which includes establishing work schedules and instruction in day-to-day duties.

5. Keeps abreast of library policies and procedures; suggests procedural and program changes for
the branch library.

6. Plans and presents adult and children’s programs {.e., summer reading and story time
programs), book discussion groups, library tours, and other library-sponsored programs.

7. Develops and selects library materials for the branch; weeds the collection regulary of
ouidated/damaged materials.

8. Responds to patrons’ reference questions; identifies and retrieves materials through library
resources and effectively uses Inter and Infra Library loan services.

9. Compiles and submits monthly, yearly and other reports as requested.

10. Actively encourages and nurtures a strong Friends of the Library group through personal contact

and distribution of information. Works cooperatively with other community groups. Formatted: List pa‘agfaph No bullets or

numbering

4 Formatied: Indent: Left: 0.5", No bullets or
| numbering

._Creates library displays and exhibitions.
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Library Supervisor

4243, Regular attendance. + - = o Formatted: Bulets and Numberin

IThese essentlal job functions are not fo be construed as a complete statement of ail duties performed, Employees will be required to
perform other job related marginal dufies as required.]

MINIMUM QUALIFICATIONS:

KNCWLEDGE, SKILLS AND ABILITIES:

Knowledge of library materials and procedures
Knowledge of local reader interests, books, and authors
Skill in the use of the automated circulation system and other library equipment
Skill in exercising courtesy, tact, and discretion in dealing with co-workers, patrons, and other
agencies
Ability to learn and fo teach new library routines, rules, procedures and policies
«  Ability to work with considerable Independence and make sound decisions in the operaticn of the
branch libraty
+__Ability to supervise a team of employees and volunteers, conduct staff meelings, and prepare
evaluations,
*  Ability to commuricale effactively, both orally and in witing, and to understand and carrv out oral and
written directions =
© ' o ‘[ Formatted: Indent: Left: 0.5", Mo bullets or ]
+  Ability to establish and maintain effective working relationships with library staff, library patrons of numbering
all ages, local government officials, local community groups, and local Friends of the Library =
groups
Ability to leam-cormputerized roulinesinterpret and apply rules and standards
M&thewmp&eﬁeybeﬁd%%ey@mqmeammm
%Mum&%@e&vﬂy—b@m&aﬁ%

«  Ability to priositize, organize, plan and exercise initiative in a very fast-paced environment.

* & % @

ormatted: Not Expandzd by / Condensed by |

L -{ Formatted: Not Expanded by / Gondensed by ]

EDUCATION AND EXPERIENCE:

»Graduation from an accredited high-schoolor possessier-ef-aracceplable-oquivalency- diplomacolisge « ~ - ‘[Formatted. Bulleted + Level: 1+ Aligned at: |
or university with a - 0.25" + Tab after: 0.5" % Indent at: 0.5"
= Bachelors degree in Library Science or closely related field, bk *[ Formatted: Normal, Don't hyphenate :
»  eaulvalentandiTwo (2) years of related experience or any equivalent combination of experience 5 5 R
and training which provides the required knowledge, skills, and abilities
» Masters degree in Library/Information Science from an ALA accredifed institution preferred.

{A comparable amount of fraining, educalion or experience may be subslituted for the above minimum qualifications.)
LICENSES, CERTIFICATIONS, OR REGISTRATIONS
» Valid Florida Driver's License and a driving record acceptable to Insurance provider.
ESSENTIAL PHYSICAL SKILLS

Acceptable vision (with or without correction)

Acceptable hearing {with or without correction)

Sustained posture in a standing, walking, or seated position for prolonged periods of time;
Exposure to computer equipment;

Must be able to crouch, push, and lift at least 30 pounds;

Must be able to sit and view computer display for exiended periods of lime.




Library Supervisor

ENVIRONMENTAL CONDITIONS

»  Work in a climate confrolled environment, primarily working with the public.

Reasonable accommodation will be made for otherwise qualified individuals with a disability.

FLSA Exempt Status

Revisewed 101161

Employee Statement

By signing below, | agree and understand that | must be able to perform each
responsibility set forth above 1o continue my employment with the Board of Sumter
County Commissioners.

Signature Date




BOARD OF SUMTER COUNTY COMMISSIONERS
JOB DESCRIPTION

JOB TITLE: Technical Services Assistant
DEPARTMENT: Library Services
DIVISION: Community Services

GENERAL DESCRIPTION:

Performs technical computer entry including routine and difficult cataloging, copy cataloging and
reclassification of all library materials in all formats {print and non-print} using MARC formats, AACRZ2,
Dewey, and Library of Congress Subject Headings in a network web-oriented environment. Assists with
coordination of centralized purchasing of office and operating supplies for all libraries within the system.

ESSENTIAL JOB FUNCTIONS:

1. Performs routine, difficult and compiex cataloging and reclassification of all library materials,

N

[$%)

8.

including original cataloging.

. Performs copy cataloging of all print and non-print materials.

. Assists the Technical Services Coordinator in the maintenance of the automated system, including

statistical data.

. Assists in maintaining the online catalog through revisions and updates.

. Assists with the centralized purchasing and processing of all materials, office and operating supplies

for the Library System
Assists with distribution of daily-, monthly, and annual reports for the Library System.

In case of emergency or crisis situation (hurricane, flood, etc.) position is required to perform
reasonable duties as assigned by immediate supervisor.

Regular attendance.

(These essential job functions are not fo be construed as a complete statement of all duties performed. Employees will be required
to perform other job related duties as assigned.)

MINIMUM QUALIFICATIONS:

*« & & & 9 @

Knowledge of cataloging principles and procedures including AACR2 (Anglo-American Cataloging
Rules, Revised), Dewey Decimal Classification, Library of Congress Subject Headings, MARC
formats (Machine Readable Cataloging), Cataloging of print and non print materials.

Knowledge in application of technology to technical services.

Ability to use computer and network applications in libraries.

Ability fo use an online cataloging system.

Ability to use network applications in libraries.

Ability to work cooperatively with diverse staff in branch and member libraries.

Ability to work with and communicate effectively with the general-public, and-vendors, or other
business professionals by telephone and in person.




Technical Services Assistant

¢  Ability to communicate both orally and in writing, and to understand and carry out oral and written
directions.

o Ability to utilize tact and deal effectively with the general public, library staff and supervisory
personnel, underdifficult-erstressiul-sitiations:

o  Ability to prioritize, organize, exercise initiative, lndependent judgment and to work with only
moderate supervision to accomplish assigned duties in a very fast-paced environment.

EDUCATION AND EXPERIENCE:

* Graduation from an accredited high school or possession of an acceptable equivalency diploma.
e Associates Degree preferred
* One (1) year experience with a library consortium or cooperative library services.

{A comparable amount of training, education or experience may be considered for the above minimum qualifications.)

LICENSES, CERTIFICATIONS OR REGISTRATIONS:
s Valid Florida Driver's License and a driving record acceptable to insurance provider.

ESSENTIAL PHYSICAL SKILLS:

» Acceptable vision {with or without correction)
» Acceptahle hearing (with or without correction)

» Must be able to carry 30 ibs.

¢ Must be able fo bend and squat.

« Must be able to sit and view computer display for extended periods of time.

ENVIRCNMENTAL CONDITIONS:

« Primarily works inside in an office environment, with limited outside duties.

Reasonable accommodation will be made for otherwise qualified individuals with a disability.

Revised 10/¢1/181

FLSA Non-Exempt Status

Emplovee Statement

By sianing below, | agree and understand that | must be able io perform each
responsibility set forth above to continue my employment with the Board of Sumier
County Commissioners.

Signature Date




BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: Technical Services Coordinator
DEPARTMENT: Library Services
DIVISION: Community Services

GENERAL DESCRIPTION:

Responsible for the technical services operations of Library Services to accomplish the cataloging,
processing and distribution of all materials for the library system. Directly supervises technical services
support staff. Serves as automated systems support coordinator , and works directly with Information
Technology.

ESSENTIAL JOB FUNCTIONS:

1.

-Develops, processes and implements activities related to technical services, including cataloging

and reclassification, receipt, processing and distribution of all library materials; holds and
intertibrary toans; and all related functions.

Oversees enhancement of library cataloging practices and procedures.

Responsible for efficiency of the Integrated Library System: maintains authority records, quality
control of online catalog data input, and revisions and upgrades to the database. Performs
automated system trouble-shooting procedures. Functions as liaison with the vendor for the
optimum operation of the integrated library system.

Assists the Library Services Manager in the development and management of the department’s
Technology Plan.

Trains, supervises and evaluates the Technical Services support staff.

Trains alt Library Services staff and volunteers on the use of the Integrated Library System for
circulation functions.

Assists with specific aspects of library acquisitions.
Prepares documentation and reports.

In case of emergency or crisis situation (hurricane, flood, etc.) position is required to perform
reasonable duties as assigned by immediate supervisor

10. Regular attendance.

[These essential job functions are not fo be conslrued as a complete statement of all duties performed. Employees will be required
to perform other job related marginal duties as required.]

MINIMUM QUALIFICATIONS:

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of technical services program develepment and implementation, including cataloging
principles and procedures.
Knowledge of principles, theories and concepts of library science.




Technical Setvices Coordinator

Knowledge of contemporary concepts and principles of library technical service practices.
Ability to plan, direct and train staff in the work of library services.

Knowledge in application of technology to technical services.

Ability to use an online cataloging system.

Knowledge in computer skills; automation systems; the Internet; and software appiications.
Ability to communicate effectively, both orally and in writing, and to understand issues and carry out
oral and written directions.

Ability to serve the public with courtesy, tact, and diplomacy.

Ability to maintain fiscal and administrative records and to prepare reports.

Ability to prioritize, organize, exercise initiative, meet deadlines, and work effectively under limited
supervision in a fast-paced environment.

EDUCATION AND EXPERIENCE:

Graduation from an accredited college or university with a Bachelor’s degreg in Library Science gr closely

related field.
Three (3) vears of Library and Supervisory experience within the last five (3} years.

Two (2) vears experience in cataloeing and use of an integrated library svstem.

Master's degree in Library/Information Science from an ALA accredited institution preferred.

LA secredited MLS Mination of o I ) | i

Years:
. E ieRee-] loai ‘ . ki . ired.
IA comparable amount of training, education or experience may be censidered for the ahove minimum gualifications.]

LICENSES, CERTIFICATIONS OR REGISTRATIONS:

Valid Florida driver's license and a driving record acceptable to insurance provider.

ESSENTIAL PHYSICAL SKILLS:

* & & & 0 2 & S & 2

Acceptable vision {with or without correction).
Acceptable hearing (with or without correction).
Moderate pushing, lifting and carrying (up to 50 pounds).
Reaching

Walking

Standing

Sitting

Kneeling

Bending

Stooping

Crouching

Ability to sit at a desk and view a display screen for extended periods of time.

ENVIRONMENTAL CONDITONS:

Primarily works inside in a climate controlled environment; fravel to other locations several times a
week.

Reasonable accommodation will be made for otherwise qualified individuals with a disability.

FLSA Exempt Status




Technical Services Coordinator

Revised 10/1/181

Emplovee Statement

By signing below, | agree and understand that | must be able to perdorm each
responsibility set forth above to continue my employment with the Board of Sumter
County Commissionars.

Signature Date




BOARD OF SUMTER COUNTY COMMISSIONERS
JOB DESCRIPTION

JOB TITLE: Veterans Services Office Manager
DEPARTMENT: Veterans Services

DIVISION: Community Services

GENERAL DESCRIPTION:

Highly responsible for the efficient and effective management and daily operation of the Veterans Services
Office (VSO) to ensure services are delivered to veterans, their dependents and widowsfwidowers. Duties

also-include the-management-of-public-assistance programs:
ESSENTIAL JOB FUNCTIONS:

1. Renders service to veterans and their dependents in preparing and filing claim forms,
2. Coordinates the hospital needs and medical care of veterans with hospitals and clinics.

3. Confers with representatives of various Federal, State and local agencies on matters related to
veterans' benefits.

4. Performs public relations responsibilities by speaking at various civic and veteran's organizations.

5. Assists other veteran’s organizations service officers and post commanders.

6. Performs legislative liaison responsibilities as requested by county or Congressional representatives.

7. Directs and supervises Veterans-Services VSO departmental activities, functions, and personnel.
Evaluates the work of staff within the department. Prepares and monitors the department’s budget.
Prepares activity and statistical reports concerning the operations of the department. Makes

presentations and recommendations to the division director, advisory councils, Federal, State, and
other agencies

8. Preparss-activity-reporis-and budget.

9. Contacts employers relative to employment opportunities for veterans or to direct the veteran to the
proper agency.

10. interprets State and Federal laws on veterans’ benefits to determine eligibility.
11. Assists in the administration of public assistance programs as directed,

12. Regular attendance.

[These essential job funclions are not to be construed as a complete staternent of all duties performed. Employees will be required o
perform other job related marginal duties as required.}

MINIMUM QUALIFICATIONS:

KNOWLEDGE, SKILLS AND ABILITIES:

» Knowledge of laws, rules, regulations, State and Federal statutes relating to veterans’ affairs and
public assistance programs.




Veterans Services Officer Manager

Knowledge of modern principles and practices of administration and organization including general
budgeting, accounting and personnel techniques and management principles and practices.
Knowledge of inferviewing and counseling fechniques.

Ability to exercise good judgment in counseling and assisting in the solution of veterans' problems.
Ability fo supervise people.

Ability to interview, counsel and assist clients in preparation of claims.

Ability to determine priorities, assign work and follow through for proper completion.

Ability to communicate both orally and in writing.

Ability to establish and maintain effective working relationships with other employees, veterans, their
dependents, civic groups and the general public.

EDUCATION AND EXPERIENCE:

Florida Statutes Section 292.11 requires, at a minimurm, that this position be filled by a veteran who
served as a member of the Armed Forces of the United States during a period of war, as defined in
Title 38, USC:; who served at least 18 months of active duty; and who was separated from such
service under honorable conditions, or the surviving spouse of such a veteran.

Any honorably discharged wartime veteran who was so discharged for service-connected or
aggravated medical reasons before serving 18 months of active duty; who completed a tour of duty
other than active duty for training, regardless of the length of the tour; or who satisfied hisfher military
obligation in a manner other than active duty for training or reserve duty shall be eligible for
employment.

A two-{2) four (4)-year degree from an accredited college and four {4) years administrative
experience.

Two (2) years social work or counseling with veterans.

{A comparable amount of training, education or experience may be substituted for the above minimum qualifications. No exceptions
can be made for the Florida Statutes.)

LICENSES, CERTIFICATIONS OR REGISTRATIONS:

Valid Florida Driver's License and a driving record acceptable to insurance provider.

Must be certified by the Department of Veterans' Affairs, or attend the next available certification
course offered by the depariment and become certified within 90 days of employment.

Maintain certification as required by FS Section 202.11.

ESSENTIAL PHYSICAL SKILLS:

Acceptable vision (with or without correction)

Acceptable hearing (with or without corraction)

Ability to access file cabinets for filing and retrieval of data.
Ability to access, input and retrieve information from a computer.

ENVIRONMENTAL CONDITIONS:

Generally works inside in an office environment involving some fravel to homes and meeting places.

Reasonable accommodation will be made for otherwise qualified individuals with a disability.

FLSA Exempt Status

Revised 10/01/11

Employee Statement




Veterans Services Officer Manager

By signing below, | agree and understand that | must be able to perform each
responsibility set forth above to continue my employment with the Board of Sumter
County Commissioners.

| Signature Date
10




BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: Veterans Services Officer
DEPARTIMENT: Veterans Services
DIVISION: Community Services

GENERAL DESCRIPTION:

Assist the Velerans—ServicesOffice Manager of the Veterans Services Office (VSO) in overseeing the
efficient and effective management and daily operation of the VeteransServices-Office VSO o ensure
services are delivered to veterans, their dependents and widows/widowers. Duties also include the
management of public assistance programs.

ESSENTIAL JOB FUNCTIONS:

1. Renders service to veterans and their dependents in preparing and filing claim forms, and legal briefs
for appeals.

2. Coordinates the hospital needs and medical care of veterans with hospitals and clinics.

3. Confers with representatives of various Federal, State and local agencies on matters related to
veterans' benefits as directed.

4, Performs public relations respoensibilities by speaking at various civic and veteran's organizations as
directed.

5. Assists other veteran’s arganizations service officers and post commanders as directed.

6. Performs legislative liaison responsibilities as requested by county or Congressional representatives
as directed.

7. Assists in the supervision of staff, development of activity reports and preparation of budgets, ard-ir

the-preparation-of, and-budget and serves in an acting management role in the absence of the

Manager.

8. Contacts employers relative to employment opportunities for veterans or to direct the veteran to the
proper agency.

9. Interprets State and Federal laws on veterans’ benefits to determine eligibility.
10. Assist in the administration of public assistance programs as directed by the veteran-service office
V50 mManager.

11. Regular attendance.

[These essential job functions are not to be construed as a complete statement of all duties performed. Employees will be required to
perform other job related marginal dulies as required.f

MINIMUNM QUALIFICATIONS:




Veterans Services Officer

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of laws, rules, regulations, State and Federal statutes relating to veterans’ affairs and
public assistance programs.

Knowledge of modern principles and practices of administration and organization including general
budgeting, accounting and personnel techniques and management principles and practices.
Knowledge of interviewing and counseling techniques.

Ability to exercise good judgment in counseling and assisting in the solution of veterans' problems.
Ability to supervise people.

Ahility to interview, counsel and assist clients in preparation of claims.

Ability to determine priorities, assign work and follow through for proper completion.

Ability to cormmunicate both orally and in writing.

Ability to establish and maintain effective working relationships with other employees, veterans, their
dependents, civic groups and the general public.

EDUCATION AND EXPERIENCE:

*»

Florida Statutes Section 292.11 requires, at a minimum, that this position be filled by a veteran who
served as a member of the Armed Forces of the United States during a period of war, as defined in
Title 38, USC; who served at least 18 months of active duty; and who was separated from such
service under honorable conditions, or the surviving spouse of such a veteran.

Any honorably discharged wartime veteran who was so discharged for service-connected or
aggravated medical reasons before serving 18 months of active duty; who completed a tour of duty
other than active duty for training, regardless of the length of the tour; or who satisfied histher military
obligation in a manner other than active duty for training or reserve duty shall be eligible for
employment,

A two-(2) four {4)-year degree from an accredited college and four (4} years administrative
experience,

Two (2) years social work of counseling with veterans.

{A compatrable amount of training, education or experience may be substituted for the above minimum qualifications. No exceptions
can be made for the Florida Statutes.)

LICENSES, CERTIFICATIONS OR REGISTRATIONS:

Valid Florida Driver's License and a driving record acceptable to insurance provider,

Must be certified by the Department of Veterans' Affairs, or attend the next available certification
course offered by the Department and become certified within ninety (90) days of employment.
Maintain certification as required by FS Section 282.11.

ESSENTIAL PHYSICAL SKILLS:

Acceptable vision (with or without correction)

Acceptable hearing {with or without correction)

Ability to access file cabinets for filing and retrieval of data.
Ability to access, input and retrieve information from a computer.

ENVIRONMENTAL CONDITIONS:

Generally works inside in an office environment involving some travel fo homes and meeting places.

Reasonable accommodation will be made for otherwise qualified individuals with a disability.

FLSA Exempt Status




Veterans Services Officer

Revised 46/1446- 10/01/11

Emplovee Statement

By signhing below, | agree and understand that | must be able to perform each
responsibility set forth above to continue my employment with the Board of Sumter
County Commissioners.

Signature Date
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JOB DESCRIPTION T
JOB TITLE: Youth Services Coordinator
DEPARTMENT: Library Services N
DIVISION: Community Services

GENERAL DESCRIPTION:

Responsible for planning, coordinating, directing. and implementing programs of service to children and
their families; provides support to those working with youth; develops and proposes service programming,
policies and procedures; monitors the quality and effectiveness of existing programs and practices; and
maintains close contact with all Sumter County Library System (SCLS) staff involved with children’s
collections and services to ensure administration of quality service.

ESSENTIAL JOB FUNCTIONS:

1. Supervises library assistants, volunteers and program workers involved in Youth Services.
Provides general information, advice, support, fraining and development to all staff working with
youth and their families to ensure the administration of quality services.

2. Develops, proposes and implements aclivities refated to youth services, including materials
selection and collection development, policies and procedures, Summer Reading Pregram and
other speclal programs. Prepares related progress reporis, compiles, tabulates, analyzes
stalistics, and submits recommendafions to the Library Services Manager for new and revised
programs of service.

3. Examines, interprets and anficipates communily needs to develop collections, programs and
senvices for the youth population.

4. Promotes and publficizes programs and events-{orchildren-and-their families: consult with staff on

effective promotional activities -and-sesrdinaletherepresentationofeventsforchildren-and

5. Actively pursues funding opportunities for library youth services, and assists in the application
and administration of grants to support special projects or programs for the Library Seivices
Depariment.

6. Assists in developing the Library Services Department budget and expenditure of funds for youth
services,

+ === Formatted: List Paragraph, No bullets or
6.7. Analyzes book and media collections in order to mainiain an accurate information resources that \,\ numbering
is respensive o exhibiled user demand. ‘(Formatted: Bullets and Nurmbering }

7-8.1n case of emergency or crisis situation thumicane, flacd, efc.) position is required to perform iz ,_,.{ Formatted: Bullets and Numbering j
reasonable dufies as assigned by immediate supervisor. = R

8.9, Regular attendance. o { Formatted: Bullets and Numbering

[These essential job functions are not to be construed as a compiele statement of alf duties performed. Empioyeas will be required to
perform oihier fob relaled marginal dulies as required.]




Youih Scrvices Coordinator

MINIMUM QUALIFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of children’s services program development and implementation, including materials
selection, collection development and peblis-community needs.

Knowledge of principles, theories and concepts of library science.

Basic knowledge of contemporary concepts and principles of fibrary youth services practices,
including emergent and family literacy.

Knowledge in computer skills, automation systems, and the Infernst.

Knowledge of early childhood development, including tanguage and brain development.
Knowledage of books, authors, and reader interest levels. specifically materials for children and

younhg adulis.
Ability to organize work, set priorities, use time effectively, work independently, work well under

pressure, and meet deadlines.

+  Ability to effectively communicate orally and in writing.

«  Ability to plan, direct and coordinate the work of staff and volunteers.

*  Ability fo serve the public with friendliness, tact, and diplomacy.

*  Ability fo maintain fiscal and administrative records and to prepare reports.
EDUCATION AND EXPERIENCE:

AlLA-accredited MLS degree or any combination of course work in library science or closely related
field;

Library and supervisory experience; or fraining that equals three (3) years within the last five (8)
years.

Experience in direct delivery of youth services and pregramiming activities is reguired, werking-with
children-and-conducting pregramming-isrequired:

[A comparable amount of fraining, educalicn or experience may be substituted for the above minimum qualifications.]

LICENSES, CERTIFICATIONS, OR REGISTRATIONS:

»

Valid Florida Driver's license and a driving record acceptable to insurance provider.

ESSENTIAL PHYSICAL SKILLS

Acceptable vision {with or without correction)
Acceptable hearing (with or without correction)
Moderate pushing, lifting and canying (up to 50 pounds)
Reaching

Walking

Standing

Sitling

Kneeling

Bending

Stooping

Crouching

Ability to sit at a desk and view a display screen for extended periods of time.
May work in an area accessible only by stairs

ENVIRONMENTAL CONDITIONS

Primarily works in a climate controlled environment; travel to other focations several times a week.




Youth Services Coordinator

FLSA Exempt Status

Revised 10/1/181

Emplovee Statement

By signing below, | agree and understand that | must be able to perform each
responsihility set forth above to continue my emplovment with the Board of Sumiar
County Commissioners,

Signature Date




