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CITY OF CEDAR RAPIDS 
POSITION PROFILE 

JOB CODE #/TITLE: LB013 
Programming Specialist 

POSITION #/TITLE:   

Programming Specialist 

Adopted: 07-97 

Revised: 01-19 

 

POSITION DESCRIPTION 

 

Dept:  Cedar Rapids Public Library Manager Level:  Non-Manager 

Salary Plan/Description:   
LIB/Library Bargaining 

Salary Grade:  18 

Reports To Position #/Job Code #/JC Title: 

#0556/#NB032/Library Programming Manager 
Dotted-line Reports To Position #/Job Code 

#/JC Title:   

FLSA Status:   
Exempt  

City Overtime Status (Employee Type): 

 Non-Exempt (Exception Hourly) 

Physical Demand Rating:  Medium Work Environment:  Controlled 

Pre-employment Testing:  Drug and health 

screening after contingent offer. 

Position Testing:  Job fit assessment 

Personal Protective Equipment:  None 

 

General Statement of Duties 

Plans and presents library programs and experiences, provides active customer service and customer 

education, promotes library materials and services to patrons. 

 

Distinguishing Features of the Class 

Works under general supervision and exercises some discretion in carrying out work assignments within 

boundaries of established policy and procedure. 

 

Examples of Essential Work (Illustrative Only) 

Programming: 

Under the direction of the Programming Manager, plans and presents library programs for patrons, 

community partner delivery and library staff 

Supports development of a cohesive schedule of complimentary programming across ages and skill levels 

Updates and monitors program registration and marketing  

Represents the library at schools, community events, and off-site or outreach events 

Creates and maintains experiential opportunities for patrons throughout the library 

Patron Assistance: 

Greets patrons and provides proactive assistance 

Provides personalized advisory services to patrons 

Assists patrons with library account maintenance (check out, placing holds, fines) 

Helps patrons with general reference and tech assistance  

Promotes library services, programs and offerings 

Provides handoff for supervisory or management support as needed 
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Required Knowledge and Abilities 

Ability to work varying shifts, including evenings and weekends, required.  

Ability to be mobile 100% of the time.  Ability to bend, stoop, reach, and push a loaded wheeled book 

truck weighing up to 100 pounds and ability to lift up to 35 pounds unassisted, regularly and up to 50 

pounds assisted occasionally required. 

Ability to interact, communicate and present a variety of topics in an engaging way to all ages 

Ability to create relationships and work closely with volunteers 

Ability to pass all local school district back ground checks and be present on school property 

Ability to provide intermediate advisory services to patrons in all collection formats and genres. 

Intermediate public speaking skills in order to present programs for information and entertainment to 

large and small groups of children, young adults, adults, and seniors.  

Basic knowledge of informational databases and third-party library content applications such as 

Overdrive, Kanopy, RBDigital, etc 

Intermediate technology skills for Windows, Word, Excel, and Outlook, required.  

Intermediate skills in SirsiDynix suite of products, preferred. 

Willingness to learn on the spot in front of people and to continually learn new things on the job. 

Ability to communicate new ideas, products and services in a positive and engaging manner. 

Enthusiasm for an environment of constant change. 

Ability and eagerness to participate in all steps of an experimentation process; setup, implementation, 

feedback and data collection, refinement, and assessment. 

Strong problem solving and troubleshooting skills. 

Ability to focus on the customer, show integrity, be inclusive, enjoy learning and have fun. 

Ability to successfully work with varying demographics, required. 

Ability to exercise confidence and excitement in the vast technological and online resources the Library 

has available. 

Passionate about the mission of public libraries.  

Comfortable with the principles of intellectual freedom and patron privacy. 

Ability and willingness to complete other duties assigned as deemed necessary by Programming Manager. 

Ability to adhere to CRPLs Core Competencies: 

 I am customer and community focused. 

 I am a self-starter and have a strong work ethic. 

 I am flexible and embrace change. 

 I am open to feedback and being vulnerable. 

 I am understanding and compassionate. 

 I am cooperative and a collaborator. 

 I am an effective communicator. 

 I am emotionally mature. 

 I am responsible and honest. 

 I am creative and try to find a way to say yes. 

 I am a continuous learner. 

 I am fun and serve with a smile. 

 I am self-aware. 

 I am a leader. 

 

Acceptable Experience and Training 

Two to five years of similar or related experience, preferred 

Bachelor's degree, preferred 

Proficiency with a second Non-English language, preferred. 

Valid Iowa Driver’s License, required 
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Proficiency with a second Non-English language, preferred. 

 

Required Special Qualifications 

Mental Health First Aid Certification, required or ability to gain in the first six months. 

Public Library Staff Certification, ability to gain in the first 6mths. 

 

Essential Physical Abilities 

Requires the following with or without reasonable accommodation: 

Sufficient clarity of speech and hearing, which permits the employee to communicate effectively; 

Sufficient vision, which permits the employee to review a wide variety of written reports and other 

materials in both hard copy and electronic form; 

Sufficient manual dexterity, which permits the employee to operate a computer keyboard and process 

library materials; 

Sufficient personal mobility, which permits the employee to monitor and supervise library operations and 

to attend meetings at various locations. 

 

 


