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   Job Description for Head of Youth Services


	Position Title
	 Head of Youth Services
	Grade Level  
	Union DH scale

	Department
	 Library
	Salary Range
	$64,505 to $92,595 in ten steps

	Reports to
	 Library Director
	Union / FLSA 
	 Union

	Work Schedule
	37.5 hours/week
	Date Prepared
	3/12/2026



Job purpose
Supervises the Youth Services Department to provide the community with programming, public services, collections, reference service, and reader’s advisory for youth aged birth–18 and their caregivers. Engages with community through programming and outreach, and supports strategic goals.
Duties and responsibilities

· Staff & Volunteers Oversees scheduling, timesheets, and substitutes; trains, supervises, and evaluates staff; supports hiring and professional development; communicates staffing needs to administration; manages volunteers.
· Budget Manages assigned budget under director oversight; tracks and allocates funds; proposes annual budget and adjustments.
· Data & Reporting Prepares and reviews youth services reports and usage data; monitors space use and recommends improvements.
· Collections Develops, evaluates, and maintains youth collections in compliance with the Collection Development Policy; collaborates with staff on collection development; provides Reader's Advisory; coordinates department displays.
· Programming & Outreach Oversees programming for youth and caregivers; coordinates Children's and Tween/Teen schedules; collaborates with the Assistant Director of Outreach Services and other departments on outreach initiatives; maintains positive relationships with local schools, town departments, and service organizations.
· Technology Stays current on emerging technologies and their impact on youth; recommends technology changes and new services to the Technology Manager and Library Director.
· Patron Services Provides welcoming, responsive, and confidential service to all patrons, with particular attention to Children's and Teen area users; prioritizes equitable, user-friendly access to library services and programs.
· Operations & Planning Organizes workflow, delegates tasks, and sets priorities and deadlines; applies and enforces library policies; refers issues to administration as needed; actively participates in strategic planning and implementation.

Qualifications

· MLS or MLS from an ALA accredited school, or an equivalent combination of education and experience.
· Three years of experience working with children and/or teens, especially in a library setting 
· Experience providing programming and outreach to children, teens, and caregivers, especially in a library setting
· Experience developing and evaluating collections for youth, preferably in library setting
· Ability to manage operations and staff effectively; supervisory experience preferred
· Demonstrated ability to work pleasantly, professionally, and effectively with the public (and especially youth and their caregivers); Ability to communicate effectively in writing, in person, and by telephone
· Knowledgeable on child and adolescent development
· Demonstrates strong teen and children’s reader’s advisory and reference skills and robust knowledge of children’s and teen materials
· Solid technology skills and ability to continuously learn and adapt to new technologies

Working conditions 
· Work sites include the Adams/Main Library, the MacKay branch library, and the mobile library, with occasional off-site assignments
· 37.5 hours weekly; work schedule may include regular evening and/or weekend shifts

Physical requirements 
· This position operates in a normal library environment and involves standing, walking, or sitting for extended periods, repetitive movements, and the ability to move between floors  
· Moderate to considerable physical activity: substantial lifting and carrying materials, stretching and bending, climbing ladders, use of protective equipment as necessary
· Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of the position

Direct reports

· This position supervises 3-5 FTEs, youth services substitutes, library pages, and volunteers.
· This position reports to the Director.

Disclosure

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.

EEO/AA

It is the policy of the Town of Chelmsford not to discriminate against any employee because of age, race, color, religion, sex, marital status, sexual orientation, gender identity or expression, national origin, disability, pregnancy, veteran status or any other federally protected class.


Acknowledged by			Signature								Date Signed
	Employee

	
	

	Supervisor
	


	

	Town Manager
	


	






image1.jpg




