
WARREN LIBRARY ASSOCIATION 
POSITION DESCRIPTION 

 

DEPARTMENT:   Teen Services  

POSITION TITLE:  Teen Services Specialist 

SUMMARY:  Responsible for assisting and working closely with other library departments in order  
to discern and meet needs of teen and tween users of the library. Responsible for 
development, promotion, and presentation of library programs, both in-house, virtually, 
and through outreach. Responsible for maintenance of a robust social media and 
website presence. Flexible schedule is required. 
 

QUALIFICATIONS:  Bachelor’s Degree desired with emphasis on service to teens and on  
  development of resources to meet their needs and interests. Library experience and  

previous work with teens preferred. Desire to spend quality time with teens required.        
 
KNOWLEDGE, SKILLS, AND ABILITIES:  Principles and methods for developing and presenting 
 library programs relevant and beneficial to the community; capacity to organize tasks of the 
 position's responsibilities and to perform them with thoroughness, accuracy, careful attention to 
 detail, and on schedule; capacity to serve the public and work cooperatively with other library 
 staff and volunteers with patience, tact, courtesy, and equanimity; ability to communicate with 
 others orally and in writing and assure that communications with staff, adults, and teens are 
 understood. Ability to speak with schools and the community and provide outreach services.  

Adept at social media interaction, graphics, and computer use. Must be energetic, creative,  
collaborative,  and forward-thinking, working to further connect the library with the teen 
community through innovative outreach programming and services.  

 
REPORTS TO:  Library Director 

HOURS:  Full-time position, primarily afternoons, evenings, and Saturdays. 
 

RESPONSIBILITIES:   

1. Assist with selection of all types and formats of circulating materials including books, e-
books, audio books, DVDs, and periodicals for young adults. 

 
2. Develop and present library programs for teens, in support of library  

services and the services of other community groups and interests. Utilization of public    
input in the development process. 
 

3. Provide individual in-house readers’ advisory and materials location service to  
teens. 

4. Prepare and maintain up-to-date and on-trend bibliographies, reader’s advisories, and 
displays of materials for teens. 
 

5. Communicate with and coordinate outreach to area schools and school librarians to reach our 
teen population. 



 
6. Gather in-house data for the annual state report. 

7. Attend and participate in Department Manager meetings. 

8. Participate in appropriate continuing education opportunities as required. 

 
9. Engage in active research of teen needs through library organizations and social media. 

Reach out to other libraries, library organizations, and related groups to gain information, 
connections, and assistance in programming, readers advisory, and all other aspects of this 
position. 

 
10. Distribute information to the teen community, broaden public engagement, and encourage 

use of the library, through multiple channels.  
 

11. In coordination with the management team, work to identify and plan innovative, 
responsive, high-quality special events, exhibits, programs, and outreach activities. 

 
12. Share responsibilities for coordinating effective marketing of library activities, including 

on-trend and relevant promotions in a variety of media outlets (print, electronic, newspaper, 
radio, social media, etc.). 

 
13. Work with other departments to provide excellent service in all areas of the library during 

regular hours of operation, and to develop and execute cross-department programming.  
 
14. Maintain the supply/programming budget every year. 

 
15. Be or become familiar with modern public library goals, organization, practices, policies, 

services. 
 
16. This full-time position requires flexibility in schedule.  

 
17. Ability to work effectively in a team environment and independently. 
 
18. Provide assistance to District libraries. 
 
19. Maintain the confidentiality of all library patron transactions as per state law. 

 
 
 
CONDITIONS OF EMPLOYMENT:  

a. The selected candidate will be pre-employment required to obtain, at their own expense, 
3 forms of clearance, including PA State Police Criminal History Record Check; PA 
Child Abuse History; and FBI Criminal History Background Check including finger 
printing. If all clearances pass, the library will reimburse your fees after 6 months of 
employment. 

b. Must possess a valid driver’s license and have access to a vehicle.   



c. Working Conditions and Physical Demands: The physical demands described below are 
representative of those that must be met in order to successfully perform the essential 
functions of this position. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  

i. While performing the duties and responsibilities of this position, the employee is 
regularly required to speak and hear at a conversational level, use hands to 
handle objects, stand or sit for long periods of time, lift and/or move up to 10 
pounds, reach, stoop, kneel or crouch. The employee is frequently required to 
lift and/or move up to 25 pounds and traverse stairs. Occasionally, the employee 
is required to lift and/or move up to 30 pounds   

 
Disclaimers  
Job description statements are intended to describe the general nature and level of work being performed 
by employee assigned to this job title. They are not intended to be construed as an exhaustive list of all 
responsibilities, duties and skills required. 
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