
OCC Access Services Librarian 

Job Summary:  
The Access Services Librarian manages and facilitates all aspects of the Seth Wilson Library 
Circulation Department. This includes but is not limited to scheduling and overseeing all student 
employees, training personnel regarding circulation policy and procedure, working with the 
Library Director to implement best practices for the Circulation Department, and overseeing 
aspects of digitization, acquisitions, and basic reference assistance. Additionally, the Access 
Services Librarian promotes a patron-centric model of library services that aims to provide the 
best resources possible to the Ozark Christian College community.  

Duties and Responsibilities:  
• Oversees the daily operations of the circulation desk, course reserves, interlibrary loan 

departments, and the circulation component of non-print materials (e.g., audio-visual 
materials) 

• Resolves all problems involving scheduling and coverage of the circulation counter and 
keeps the Library Director informed of any issues 

• Liaises with relevant campus units regarding departmental services, policies, and 
employment 

• Supervises, trains, and evaluates student workers 
• Assists library patrons, monitors multiple library functions, and may provide combination 

reference service, instruction, collection, and digitization duties 
• Assists with the ordering and acquisitions of books, materials, and supplies 
• Catalogs and creates records (bibliographic and item) in the library ILS 
• Processes or oversees the processing of items added to the collection, including serials 
• Double-checks and approves timecards for student assistants 
• Performs other duties as assigned by the Library Director 

Required Skills and Abilities:  
• Knowledge of library systems and procedures 
• Proficiency with computers and electronic access technologies 
• Excellent active listening skills 
• Positive and optimistic approach to problem-solving 
• Ability to multitask and work through interruption 
• Excellent customer service skills  
• Strong organizational skills  
• Innovative perspective  
• Adaptable and flexible mindset  
• Collaborative team spirit 
• Ability to function as a team member and a team leader  

Supervision (if applicable):  
• Supervision of 8 to 12 employees 

 
Education and Experience: 
The ideal candidate will possess the above-mentioned knowledge, skills, and abilities as well as 
these preferred qualifications:  



• Bachelor’s degree in Library Science; master’s degree in Library Science preferred 
• Familiarity with integrated library management systems (Inter-Library Loan) functions, 

basic copyright law, and policies and procedures related to access services 
• Prior experience working in a library setting 
• Prior experience in a supervisory and or training role 

Physical Requirements:  
• Ability to climb stairs and to reach top and bottom shelves to place library resources is 

required 
• Occasionally lift boxes weighing up to fifty pounds; modification may be available 
• Visual acuity and accuracy are necessary to manage details and numbers 

 

EQUAL EMPLOYMENT OPPORTUNITY PROVIDER 
Ozark Christian College is affiliated with Christian churches and churches of Christ. Its mission is to train 
men and women for Christian service. The college seeks to educate and hire individuals who share its 
core values to accomplish its mission. It is the intent of the college to create and promote a diverse 
workforce consistent with its stated goals and mission. 
  
It is the policy of Ozark Christian College not to discriminate on the basis of race, color, national origin, 
sex, age or disability in admission and access to educational opportunities, programs, activities, or 
employment as applicable to ministries in section 504 of the Rehabilitation Act of 1973, the American with 
Disabilities Act of 1990, Title IX of the Educational Amendments of 1972, Title VII of the Civil Rights Act of 
1964, and the Age Discrimination Act of 1975, as amended and implementing regulations. 
 


