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Job Title: Manager of Metadata Services
Salary Grade Range: 8
FLSA Status: Exempt

Reporting Relationship
· Reports to Executive Director 
· Direct Reports: Technical Services Specialist

Position Summary
· Manages the work of the Department of ILS Administration in carrying out the strategic direction of CCS, including database management and maintenance, technical services training, and metadata services.
· Develop and implement services to streamline and strengthen workflows related to metadata management and technical services.
· Engages members and non-members through library relations initiatives, vendor management, and industry activities such as committee work.

Core Job Functions
Department of ILS Administration Management and Development (35%)
· Manage technical services (cataloging, serials, acquisitions) programs and services
· Research, identify, design, and implement sustainable, scalable programs and services to add value to CCS membership
· Responsible for training, developing, counseling, evaluating ILS Administration staff
· Recommend employment decisions to the Executive Director
· Develop and manage the ILS Administration budget for subscriptions, software, project assistance, and consultants as requested by the Executive Director
· Supervise ILS Administration team in developing and producing training materials and website content in partnership with the Member Services team
· Prepare reports and compile statistics on department activities and services

ILS Administration and Training (35%)
· Oversee the management of the consortium’s integrated library system and ILS-adjacent systems and services.
· Serve as escalation point for high-level tickets and member concerns. Work with CCS staff, members and vendors to analyze, prioritize and resolve issues efficiently and effectively.
· Cooperate with the Director of Member Services to ensure the plan for and execution of virtual and in-person technical services continuing education and training for members furthering the strategic goals of CCS
· Coordinate the selection, purchase and maintenance of software and equipment used to administer the ILS
· Serve a key role in the implementation of new software
· Provide on-call support service during off-hours, as assigned
· Keep informed of current technology and library trends in relation to job function

Member and Industry Engagement (20%) 
· In partnership with the Director of Member Services and the Executive Director, engage members and non-members including on-site training and relationship-building meetings in support of the CCS strategic plan
· Participate in library relations initiatives designed to create and maintain a favorable public image for CCS, including training, continuing education, and ongoing communication
· Coordinate, prepare for and facilitate virtual and in-person meetings to engage and inform members and ensure participation in collaborative decision-making processes. 
· Cooperate with the CCS Management team to develop and manage technical and advisory groups within CCS membership to ensure effective peer-to-peer learning and representation of diverse stakeholders in decision-making in support of the CCS strategic plan
· Collaborate with all CCS departments in the onboarding of new members
· Develop and maintain positive relationships with industry partners including vendors, libraries, and consortia.
· Effectively represent CCS to vendors, members and other partners at meetings, conferences and in other professional settings
· Serve on local, state and national committees as appropriate

CCS Development, Strategy, and Administration (10%)
· Support the Executive Director in the development of the annual plan, report and budget
· Develop, recommend, and implement changes to CCS policies and procedures; assist with the implementation of CCS governance decisions
· Work with the Executive Director and management team to plan, research, and develop major projects and initiatives
· Collaborate with IT Department to gather and synthesize data to support and make recommendations for current and future CCS operations and services
· Review and approve bills as necessary


Other Duties as Assigned

Knowledge, Skills, and Abilities
Education
· Master’s degree in library science from an American Library Association (ALA) accredited institution OR master’s degree in computer science or similar field OR equivalent experience

Knowledge/Experience
· Five years of relevant experience required, including library, database administration, and supervisory experience
· Knowledge and experience with Integrated Library Systems or similar enterprise systems required, including developing automated processes for routine work
· Knowledge of metadata frameworks (e.g. MARC, RDA, Bibframe) 
· Experience managing API integrations, authentication protocols, and third-party software interoperability
· Experience managing complex projects required, including demonstrated capacity for independent judgement, leadership, and initiative
· Experience designing and evaluating services strongly preferred
· Experience with inter-agency collaboration preferred
· Ability to experiment with, adapt to, and continuously learn emerging technologies
· Demonstrated knowledge of Microsoft SQL Server, including the ability to write custom queries
· Experience providing training and/or support to end users in a hybrid environment

Skills/Abilities
· Demonstrated passion for service excellence in all dealings with internal and external constituents
· Strong interpersonal and communication skills with a focus on customer service, in both synchronous and asynchronous environments
· Ability to work collaboratively and effectively with diverse groups with wide-ranging skill levels and needs
· A strong command of the English language and excellent verbal and written communication skills
· Ability to multitask and to plan, prioritize, coordinate, and implement projects effectively
· Ability to work effectively without supervision, to exercise sound, independent judgment, to foresee potential problems and to suggest effective solutions
· Ability to maintain a productive work atmosphere by behaving and communicating in a positive manner with clients and colleagues while achieving performance expectations
· Excellent computer skills in a Microsoft environment, including Outlook, Word, Excel and PowerPoint
· Proficiency with basic web design concepts such as HTML and CSS

Technical/Physical Requirements
· Ability to work in a hybrid environment
· Ability to travel to member libraries as needed
· Available to work evenings and weekends as required by business needs
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