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Position Description 

 

 

Title:    ILS/Technology Coordinator 

Classification:  Professional I 

 

General Description 

 

The ILS/Technology Coordinator is responsible for the maintenance of the library 

automation software used by OWLSnet, including the technical operation of the software, 

including automating processes and reports for the consortium and member libraries. The 

position functions under the general supervision of the Assistant Director.  

 

 

Specific Duties 

 

A. Oversees the operation of the OWLSnet library automation software. 

1. Configures the library automation software for OWLSnet libraries. 

2. Maintains and updates documentation for consortium use of the library automation 

software. 

3. Engages in troubleshooting or problem solving when the consortium members 

experience difficulties in using the library automation software. 

4. Interacts with the library automation software vendor as necessary, particularly in 

regard to software functionality issues. 

5. Recommends and plans upgrades to the library automation software. 

6. Coordinates implementation of software upgrades or new software uses. 

7. Trains, or works with other OWLS staff to train, OWLSnet library staff to use the 

library automation software. 

8. Keeps current with developments in library automation, reporting, and access. 

9. Serves as the primary contact to library automation vendor, attends annual users’s 

group meetings and participates in local and statewide automation discussions. 

 

B. Oversees OWLSnet reporting processes.  

1. Works with OWLS support staff to maintain existing OWLSnet reports. 

2. Engages in troubleshooting or problem solving when problems arise with current 

reporting solutions. 

3. Actively seeks to further automate reporting processes to streamline processes and 

improve access for member libraries. 

4. Works with member libraries to access to library data through Innovative Create 

Lists, SQL reporting and III APIs.  

5. On request, provides special reports generated from the automation system. 

6. Develops and maintains statistics dashboard for OWLS member libraries.  

7. Provides appropriate statistics, reports, and information to the Director with 

recommendations for action when appropriate. 
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C. Works with OWLS staff on automating other processes with in the OWLS office. 

1. Writes scripts in various programming and scripting languages to help improve 

processes as needed. 

2. Works with other OWLS staff members to identify areas needing improvement and 

possible solutions. 

3. Researches options for improving processes and works with other OWLS staff 

members to determine the best solution.  

4. Considers different options and prioritizes ease of maintenance and continuation.  

 

D. Other related duties as required, including, but not limited to, the following: 

1. Participates in library activities at the local, state, or national level. 

2. Works with other members of the OWLS professional team to support system 

programs or services. 

 

Desirable Background 

 

 Experience writing scripts in one or more of the following: batch files,VBA, Python, 

Perl, SQL, Javascript, PHP (or others) 

 Intermediate to advanced MS Word, Excel and Access skills. 

 Experience planning and providing training to adults. 

 Experience working with Innovative Interfaces Sierra Integrated Library System, and 

Encore Discovery Layer. 

 Experience working in an automation consortium environment.  

 Master’s degree in library science or an equivalent combination of education and 

experience preferred. Alternately, undergraduate degree or equivalent experience in 

computer science or programming.  

 Experience working with complex, system-wide software in an organizational setting. 

 

Requirements 

 

 Strong customer service orientation and skills. 

 Good interpersonal skills including the ability to communicate effectively both orally 

and in writing. 

 Ability to organize and process details accurately. 

 Ability to instruct others in technical practices and procedures. 

 Proficiency in using computers, including proficiency with Windows operating 

system, spreadsheets, word processing, email, and web browsing applications.  

 Valid Wisconsin driver's license (or ability to obtain one), means of transportation, 

and willingness to travel to member libraries and state-level meetings. 

 Ability to sustain prolonged visual concentration and keyboarding activity. 

 Willingness to work flexible hours, including the occasional evening or weekend. 

 

 


