Redford Township Redford Township District Library invites applications for the position of

D‘!!L.b]! Circulation Supervisor, Full Time
The Role

Redford Township District Library is seeking an experienced, service focused Circulation Supervisor to lead the daily work of the Circulation
Department. This position supervises circulation staff, coordinates service desk coverage, oversees circulation systems and collection
workflows, and resolves patron concerns. The Circulation Supervisor also works closely with other departments to ensure consistent,
welcoming service throughout the library.

Key Responsibilities

e Supervise circulation staff by assigning work, setting expectations, and providing daily guidance.

e Maintain departmental schedules and ensure appropriate coverage at circulation service points.

e Train, coach, and evaluate staff; participate in hiring, discipline, and other personnel processes.

e Keep circulation procedures, job documentation, and staff communications current.

e Oversee borrowing, returns, renewals, library cards, patron accounts, cash handling, and record keeping.

e Manage circulation functions in the integrated library system, including reports, database maintenance, and troubleshooting.
e Oversee holds, missing and damaged materials, shelf maintenance, hotspots, laptop kits, and coin operated equipment.

e Resolve patron concerns involving accounts, materials, borrowing privileges, or conduct in accordance with library policy.

e Maintain circulation statistics and recommend improvements to workflow, efficiency, and service.

Minimum Qualifications

e Bachelor’s degree and five years of customer service experience required; two years of supervisory experience preferred.

e Progressively responsible experience in library circulation, including knowledge of circulation practices and classification systems.
e Demonstrated ability to supervise, train, coach, and evaluate staff.

e Advanced working knowledge of an integrated library system and circulation reporting.

e Proficiency with Microsoft Word, Excel, Google Docs, and Google Sheets.

e Strong communication, organization, judgment, problem solving, and conflict resolution skills.

o Ability to explain and apply library policies and procedures consistently to staff and patrons.

o Ability to remain professional and composed when working with disruptive or distressed individuals.

e Ability to stand, walk, bend, lift materials up to 50 pounds, and maneuver loaded book carts.

Employment Details

e Compensation: $64,000 per year

Benefits: Health, dental, and vision (100% employee / 80% dependents), retirement with 6.5% match, PTO/Holidays.
Schedule: 40 hours per week; includes weekday, evening, and weekend hours as needed.

Reports to: Director

How to Apply

e Submit an application and resume at: rtdl.org/about/employment/
e Deadline: Applications received by September 18th, 2026 will receive priority consideration.

Redford Township District Library is an equal opportunity employer.


https://www.rtdl.org/about/employment/

