JOB TITLE: WVLS Integrated Library System (ILS) Administrator 
CLASSIFICATION AND PAYGRADE: ILS Administrator; Paygrade 37
STATUS: Full-time / Exempt
REPORTS TO: WVLS Director

DEFINITION
Under the general direction and oversight of the Director, the Wisconsin Valley Library System (WVLS) ILS Administrator is responsible for:
· Managing the efficient operation of the WVLS Integrated Library System (ILS) including application performance, administration, maintenance, upgrades and reporting. 
· Providing professional and courteous ILS administrative support, training and services to thirty-four remote public libraries and branches spanning a 7-county area.
· Effectively communicating with a broad range of people in individual and group settings.
· Providing strategic and operational leadership for V-Cat consortium services.

GENERAL DUTIES / EXAMPLES OF WORK (The list below is intended to describe the general content of and major responsibilities for performance of the position.  It is not intended to be an exhaustive statement of job duties or requirements.):
· Administers the WVLS Integrated Library System (ILS) and peripherals, supporting a variety of services including circulation, cataloging, acquisitions, reports, external interface functions and public access.
· Serves as a contact with library automation software vendor to fulfill software development requests and enhance ILS functionality, and acts as the interface between the ILS consortium, the ILS vendor and third-party vendors.
· Coordinates development, design and maintenance of the ILS with the system Technology Team and member libraries. Utilizes ILS integration and third party applications and develops strategies for changes, enhancements, testing and upgrades as required.
· Ensures routine activities are completed as required to keep the database in good running order.
· Proactively explores and identifies ways to improve ILS support and administration.
· Works with the system Technology and Administration teams to assess and evaluate current practices. 
· Ensures database cleanup is completed and configures ILS software as necessary.
· Designs and delivers professional and courteous ILS support and training to member libraries in a variety of formats.
· Tracks and documents best practices and procedures on behalf of consortium members to promote effective use of the ILS.
· Develops and maintains training and documentation for the ILS.   
· Works with member libraries to develop guidelines and procedures that ensure the ILS is implemented in pursuit of best practices and library standards.
· Provides leadership for all meetings of the V-Cat Council and its committees.
· Attends meetings of the WVLS Board of Trustees and its committees when appropriate.
· Participates in state-level and national-level meetings, trainings, and conferences when appropriate.
· Regularly engages in professional development activities.
· Performs other duties as requested by the Director.

QUALIFICATIONS 
· A Masters in Library Science (MLS) or any combination of experience and training that would demonstrate the possession of the required knowledge, skills and abilities.
· A minimum of three years of progressive experience supporting, managing, or troubleshooting ILS applications; experience with Sierra and Aspen Discovery preferred.
· Expertise with circulation, interlibrary loan, cataloging and acquisitions workflows. 
· A minimum of two years of experience with library cataloging or metadata practices and procedures. 
· Experience with structured query language (SQL) preferred.
· Experience with any of the following a plus: HTML, CSS, JavaScript, Python, MongoDB, WordPress, Divi.
· Experience working in a public library system or library consortium a plus.
· Experience with Microsoft operating systems and products, Google apps, and web applications in general preferred.
· Proven leadership and ability in administering programs, strategic planning, and budgeting.
· Experience generating reports, analyzing data, and using data to inform decision-making and improve services.
· Experience working with vendors and coordinating across multiple stakeholders in a consortium or multi-organization environment.

GENERAL REQUIREMENTS
· Strong interpersonal and customer service skills.
· Ability to foster and maintain cooperative and courteous working relationships.
· Technologically literate with a willingness to learn new systems.
· Strong analytical and troubleshooting skills. 
· Ability to proactively identify and solve technical problems.
· Strong written/oral communication skills including ability to present complex technical issues to internal and external colleagues and end users who possess varying degrees of technical experience.
· Ability to work independently with minimal direction/supervision.
· Strong project management and organizational skills, with the ability to manage multiple concurrent initiatives and deadlines.
· Ability to work in an environment that fosters experimentation and change.
· Discretion in handling confidential ILS and organizational information.
· Understanding of data privacy, security best practices, and responsible stewardship of library and patron data.
· Ability to lead and support system changes, upgrades, and new feature implementations, including communication, training, and documentation.
· Commitment to quality, accuracy, and efficiency.
· Access to high-speed internet and the ability to work remotely.


TRAVEL & COMMUTING REQUIREMENTS
· Ability to travel within the WVLS service area and attend state- and national-level trainings and conferences as required.
· Reliable transportation for travel.


WORK ENVIRONMENT & PHYSICAL REQUIREMENTS
This position operates in a hybrid remote/in-office environment. This role routinely uses standard office equipment such as a computer, phone and video-conferencing tools. This role offers a flexible, but consistent, work schedule with normal operating hours between 7:30 a.m. and 5:00 p.m. Must be willing to perform occasional work and emergency tasks during off-hours. A full-time work week is no more than 40 hours. Consistent and punctual attendance is required to maintain employment.

Physical work requirements include:
· Prolonged periods of sitting and working at a computer.
· Ability to communicate effectively via phone, email, and video conferencing.
· Occasional regional travel within Wisconsin for meetings, training, organizational needs. Travel may require evening and weekend hours or overnight stays.

Reasonable accommodations may be granted to enable individuals with disabilities to perform the essential functions of this position.
 
