
 

 
Librarian II – Digital Services #01949 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-17-2017 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  9 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Under the general direction of the Technology Services Manager, the Digital Services Librarian is 
responsible for collaborative ongoing maintenance and support for the Library Department’s digital 
services, e-resources, Intranet, and Internet sites in alignment with the department’s vision, mission and 
strategic goals. The person in this position develops and maintains effective working relationships with 
customers, vendors, library staff and teams. The person will coordinate and execute design specifications 
and content, deployment, and assessment of web pages in conjunction with the Marketing and 
Communications Staff and Virtual Library Team. He/she will carry out other duties as assigned within the 
scope, spirit, and purpose of the job. 
 
Representative Work Functions and Responsibilities 
Web design and/or web application development. Responsible for technical and design aspects, 
development and maintenance of the Library’s web presence, as well as its integration with other web 
services and resources, including the use of web analytic tools. Monitor daily use and operation of the 
Library’s web sites to ensure that sites are functional, content is accurate and timely, and links to other 
sites are valid. Provide technical support for functional and aesthetic usability to ensure that the needs of 
the Library’s website content developers are met. Create a consistent look throughout the Library’s 
website to conform to City standards and guidelines. Serve as a content collaborator for the Library’s 
website with library Marketing and Communications staff and the Content Advisory Board to assure 
accurate and timely information. Serve as member of City Web Team and make recommendations in the 
development/design of e-government services.  Work with vendors that provide key products and 
services to develop and maintain web interfaces and electronic resources for the Library. 
 
Provide technology and training support for Library e-resources, digital services, and applications. 
Provide oversight and troubleshooting to the Library’s scheduling and program registration software 
programs. Work with internal and external departments to provide proper security controls to ensure 
confidentiality of patron and/or staff records and information. 
Participate, upon request, in Library strategic planning and system information architecture decisions with 
other area library departments. Participate on citywide teams to ensure library initiatives and priorities are 
represented in City decisions. Collaborate with Emerging Technology Librarian and Marketing and 
Communications staff to inform Library and City staff and customers of digital trends, initiatives and 
projects as related to the Library. Communicate with Library staff on changes concerning digital, web and 
e-resources. Serve as collaborator and lead for the Virtual Library Team. Participates in and supports 
activities of all assigned teams in an informed, constructive, and organized manner to ensure accurate 
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communication on the status of the Library’s website and digital initiatives.   
 
Evaluate and recommend new technologies to improve discovery, access, and delivery of digital 
resources for the Library. Assist in the development of research resources through the digitization of 
primary source materials. 
 
Participate in planning and implementation of grants that involve use of and/or training in library related 
technology.  
 
Remain current on topics affecting the library profession through reading professional journals, 
participation in professional organizations or continuing education activities to anticipate and meet 
customer needs. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Plan, develop and maintain the Library’s web sites according to City standards and guidelines; ensure 
that information on the sites is timely, accurate and easy to locate; coordinate with the Library’s Marketing 
and Communications staff and Content Advisory Board for creating web content; use tact and discretion 
when dealing with library customers, staff and vendors; organize tasks and assignments so that work is 
completed efficiently and accurately.  Use independent judgment, insight, and principles of professional 
library practice to analyze and identify the information needs of virtual library customers. 
 
Minimum Qualifications 
Requires a Master’s degree in Library Information Science from an American Library Association 
accredited program, plus two (2) years of professional/administrative library work. 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Must be available to work evenings, weekends, holidays, and overtime when required to meet operational 
needs. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Thorough knowledge and understanding of the library profession; its philosophy and 
businesses, and trends. 

2. Content management systems (SharePoint). ILS (Sirsi Dynix), ILLiad and OCLC systems for 
library services 

3. Application development using industry standard languages and protocols. 
4. Standards and best practices in the realm of website development, electronic database 

vendor supplied products and services. 
5. Web servers, protocols and security issues. 
6. Web standards for usability and ADA accessibility requirements. 
7. Effective customer service techniques. 
8. Virginia Beach Public Library policies and procedures. 
9. Library online databases and software applications, cataloging and classification systems, 

reference materials, sources, and techniques. 



Librarian II #01949 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 

Page 3 of 4 
 

10. Local community and user needs. 
11. Principles and practices of training for staff and customers in the Library setting. 
12. Current literature, trends, developments, and technical aspects in Internet, Web and digital 

technologies. 
13. Current literature, trends, developments, and technical aspects in Internet, Web and digital 

technologies. 
B. Skills 

1. Digitizing and editing images, text, video, audio, and other formats and delivering them on the 
Web. 

2. Using EZ Proxy (or similar authentication system), FTP, cloud-based computing solutions      
and services, and content management systems. 

3. Writing, creating, repackaging and managing content for the Library’s website. 
4. Troubleshooting and debugging applications. 
5. Effective integration of external/third party e-resources and widgets into the Library’s 

websites. 
6. Developing and maintaining documentation for web presence and content management 

including concept, design, specifications, assessment and implementation plans. 
7. Establishing and maintaining effective working relationships with co-workers, supervisors, 

and customers. 
8. Analyzing and synthesizing data, applying research and statistical techniques, preparing 

comprehensive reports and project documentation and making effective recommendations. 
9. Using proper English grammar, spelling, punctuation and vocabulary. 
10. Technical or non-fiction writing, online publishing and information design. 

C. Abilities 
1. Use office equipment, including computers, printers, scanners, copiers and FAX   machines, 

audio/visual equipment, and various devices for downloading audio and visual media. 
2. Learn and use new computer software and applications. 
3. Develop and implement procedures for creating, reviewing and maintaining web pages. 
4. Communicate strategies and recommendations to both technical and non-technical 

audiences to bridge differences in work cultures between technician, developer, staff and 
customers. 

5. Communicate effectively with people of diverse backgrounds to provide information. 
6. Communicate effectively both orally and in writing. 
7. Maintain effective working relationships with the public, colleagues, staff and representatives 

of other City departments. 
8. Work independently and/or in a highly collaborative team-oriented environment.  
9. Plan and prioritize work, handle multiple projects, develop goals and objectives. 
10. Adapt to changing environments and needs. 
11. Complete work under the pressures of tight deadlines as indicated. 
12. Work a flexible schedule and maintain reliable attendance in communication with colleagues 

and supervisor(s). 
13. Be a self-directed learner with the ability to understand and/or master emerging technologies 

and standards. 
14. Respond to new technical challenges with solutions that meet the information needs of library 

staff and customers. 
15. Demonstrate good judgment in making decisions in accordance with established         

policies. 
 
 
 

Working Conditions 
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The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed 
description will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires light work that involves walking or standing some of the time, stooping, lifting, pushing and 
raising objects which also involves exerting up to 40 pounds of force on a regular and reoccurring basis 
and routine keyboard operations. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs professional level work requiring the application of principles and practices of a wide range of 
administrative, technical, or managerial methods in the solution of administrative, managerial or technical 
problems; applies general to extensive understanding of operating policies and procedures to solve 
complex problems; requires continuous, close attention for accurate results or frequent exposure to 
unusual pressure. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
Library positions may risk exposure to bright/dim light, dusts and pollen, extreme heat and/or cold, wet or 
humid conditions, extreme noise levels, animals/wildlife, fumes and/or noxious odors, traffic, moving 
machinery. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
This job requires normal visual acuity, and field of vision, hearing, and speaking. 
 
 
 


