
Manager Information Technology 

Waterloo Public Library, 415 Commercial Street, Waterloo, IA  50701 

 

Immediate Supervisor:  Library Director 

 

Job Summary 
Provides a reliable, accurate, responsive, efficient, safe and secure information systems platform for library service delivery. Manages data 

and voice network operations including staff and public computing, application software and telecommunications, as well as specific facility, 

meeting room, and materials management systems. Responds to staff calls for help; troubleshoots and solves hardware and software 

problems; monitors overall system performance; implements improvements and works with the management team to develop long-range 

technology plans. Maintains awareness of emerging technologies and provides technology planning leadership. Supervises occasional 

volunteers, temporary employees and/or interns. 

 

Duties and Responsibilities 
1. Manages a 100+ node data network plus 45+ voice network. Develops, documents, and implements network administration policies 

and processes. Maintains and troubleshoots hardware, software, and network issues. Ensures system integrity, reliability, 

responsiveness, security and compliance with library policies, e.g., Internet use. Maintains a regular backup schedule and off-site 

backup storage. % of time: 35% 

2. Manages help desk functions by cataloging and responding to requests. Ensures that systems serving library customers are first 

priority for trouble calls. Assists staff with system and application software training and development needs. Works with library staff 

on web development issues. % of time: 25% 

3. Develops and implements technology plans. Employs sound project management practices including goal/problem identification and 

decision analyses. Using City of Waterloo purchasing guidelines, prepares RFPs or requests written quotes. Budget responsibility 

ranges from $30,000–$100,000. % of time: 20% 

4. Manages and maintains interface with ILS including EDI transactions between collection management staff, the ILS, and various 

vendors.  Familiarity with SirsiDynix, Baker & Taylor Axis 360, and Midwest Tape a plus. % of time: 10% 

5. Manages other automated systems including building security, HVAC, automated materials handler, etc. as needed. Supervises 

interns, volunteers, temporary employees. % of time: 10% 

 

Qualifications and Requirements 
1. Education 

a. B.S. in computer science or equivalent.  May substitute relevant experience. 

b. M.C.S.E. or M.C.S.A. desired. 

c. Cisco CCNA desired. 

2. Must have: 

a. Ability to administer Microsoft solutions, an active directory domain, group policies, roaming profiles, WDS, remote 

desktop terminal services, Fortigate and Sonicwall appliances, Cisco VOIP, backups, content filtering, G-Suite Apps, 

meeting room control systems, library automation systems. 

b. Positive, upbeat attitude and good interpersonal skills. 

c. Ability to work and communicate effectively with library management and staff. 

d. Proven project management, troubleshooting and problem resolution skills. 

e. Ability to simplify complex technological topics for novices. 

f. Ability to develop and maintain effective knowledge-based relationships with vendors. 

g. Ability to work independently. 

3. Must be able to learn how to administer additional specific applications including building systems, Demco AMH and other smart 

library solutions such as public computer management, print payment, RFID-based self-check; familiarity with Envisionware a plus. 

4. Web development skills and ASP desired. 

 

Equipment Operation 
Servers, PCs, printers, library automation system, scanners, RFID scanners, self-check machines, faxes, automated materials handler, self-

check equipment, building systems, application software specific hardware.   

 

Work Week 
FLSA Exempt.  Normal work hours are 8-5 but successful applicant must be available nights and weekends as needed.   

 

Salary Range 
$62,000 - $70,000 depending on experience 

 

To Apply 

Email letter of application and resume to: hireme@waterloopubliclibrary.org 

 

Deadline for Resume 

5:00 p.m. Friday, April 28, 2017 

mailto:hireme@waterloopubliclibrary.org

