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PROGRAMMING AND COMMUNITY OUTREACH SPECIALIST 
 
 
Position Purpose: 
This position is responsible for all aspects of marketing the services and programs of the Truro 
Public Library in a manner that supports the mission and goals of the library.    
 
Supervision: 
Supervision Scope: Under the supervision of Library Director and in consultation with the Library 
Director and the Assistant Director, the employee oversees the development of system-wide 
outreach services, including planning, implementing, and evaluating large-scale and small-scale 
outreach projects.   The employee performs varied and responsible duties requiring a knowledge 
of current trends in public library service, library operations and the exercise of judgment and 
initiative to independently perform duties, complete assigned tasks, and analyze the facts or 
circumstances surrounding individual problems.   
 
Supervision Received:  Work is performed under the administrative direction of the Library 
Director.  In consultation with the Library Director, establishes own work plan and completes work 
in accordance with established library policies and programming standards; cases involving 
clarification and enforcement of library policies and procedures are referred to supervisor.   
 
Supervision Given:  None 
 
Job Environment: 
 
Work is performed both indoors and out-of-doors, with a moderate noise level.   
 
Some evening and/or weekend hours are required, along with a flexible schedule. 
 
Operates computers with both Windows and Mac operating systems, video cameras, projectors, 
printers, facsimile machine, copier, calculator, typewriter, and other standard office equipment. 
Operates other standard library and audio-visual equipment. 
 
The position has constant interaction with co-workers, the general public, groups and/or individuals 
such as civic leaders, peers from other organizations, guest speakers, and representatives of 
professional organizations. Relationships involve problem solving skills and exceptional courtesy, 
tact, and diplomacy. 

The employee has access to some confidential information obtained during performance of 
regular position responsibilities. The employee must comply with federal and state law, and 
library policy regarding the privacy of library users. 

Errors could result in reduced levels of service, poor public relations, monetary loss and damage 
to library resources.  
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Essential Functions: 
The essential functions or duties listed below are intended only as illustrations of the various types 
of work that may be performed. The omission of specific statements of duties does not exclude them 
from the position if the work is similar, related or a logical assignment to the position. 

Plans overall marketing strategies of library services and events. Seeks out people and 
organizations for programming potential and seeks out ways to promote use of Library and its 
services.  Composes letters and emails to this effect.   

Collaboratively develops and implements a marketing and communication plan to increase 
awareness of Library services. 
 
Creates strategic partnership with other organizations when such a partnership furthers Library 
mission and goals. 
 
Assists the Director in continually assessing community needs and/or the success of Library 
programs and services. 

Introduces speakers and may occasionally moderate public discussions.   

Is responsible for scheduling, advertising, planning, executing, and tracking statistics for creative 
programming for all ages.  Maintains contact with speakers and performers to assure successful 
events 

Must be detail-oriented and be able to welcome frequent interruptions. 

Has the ability to recognize and set priorities, using initiative and independent judgment in all 
situations. 

Has experience working with a diverse user community inclusive of all ages, ability and 
background. 

Grant writing skills are highly desirable 

Knowledge of library trends, technology, and social media. 

Knowledge of generational and multicultural issues, procedural writing, and literacy. 

Develops and coordinates outreach efforts to Truro residents and visitors.  Participates in 
community events and pursues opportunities to create awareness of library services; uses 
technology and social media to increase community awareness of library services through various 
means, including print and online newsletters, press releases, targeted emails, fliers, and social 
media tools. 
 
In collaboration with Library staff identifies and creates strategies to reach underserved 
populations.  Evaluates the effectiveness of these strategies. 
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Pursues opportunities for collaboration and cooperation with other community service 
organizations 
 
Sets up and takes down meeting space, which includes putting out and taking down chairs, 
equipment that can include video cameras, online meeting software, and podcast-creation 
software. 
 
Liaises with Library staff regarding program schedules and keeps programming calendar up-to-
date.  Informs other staff members about upcoming activities.  Manages calendar for both children 
and adult programs. 
 
Creates Footnotes newsletter three times each year and other graphic arts materials. 
 
Creates content for the website and other news media. Promotes library programs on the website. 
 
Develops good, ongoing relationships with local media representatives. 
 
Performs circulation desk duties as needed, including check in/check out of library materials, 
providing assisting in finding materials both in person and over the phone, registering new 
borrowers.   May be asked to instruct patrons on use of their electronic devices.  Participates in the 
Library opening and closing procedures. 
 
Performs similar or related work as required, directed, or as situation dictates. 
 
Recommended Minimum Qualifications: 
 
Education, Training and Experience: 
Bachelor’s degree; three years of progressively responsible experience in developing marketing 
plans, programs, and library services for all ages; or any equivalent combination of education and 
experience which provides the requisite knowledge, skills, and abilities for this job. 
 
Knowledge, Ability and Skill: 
Knowledge: Working knowledge of the principles, practices, and techniques of contemporary 
public library operations, methods, and procedures.  Familiarity with grant writing strongly 
preferred.  
 
Ability: Ability to communicate effectively both interpersonally and in writing with the general 
public, members of the media and regional and national speakers and performers. Ability to work 
with a high level of detail.  Ability to work with independent initiative and be highly organized 
with attention to detail.  Must be able to tolerate interruptions.  
 
Skill: Excellent public relations skills.  Proficient and strong technology skills including Word, 
Excel, Photoshop, Adobe Suite, Canva, Final Cut, and WordPress.  Experience in key social 
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network platforms, communication software, as well as ability to record, film, edit, and upload 
content. 
 
Position requires self-motivation for current awareness of tools related to job performance. 
  
Physical Requirements:  
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.  
 
Moderate physical effort generally required in performing library functions and preparing for 
meetings and programs.  Frequently required to move around the building or maintain a stationary 
position for extended periods while performing functions. Ability to use a computer and operate a 
keyboard at efficient speed. Frequently required to detect details on paper or on computer screen. 
Frequently required to receive information, understand and respond to communications in writing, 
by phone, and in-person. Frequently lifts/moves objects weighing up to 20 pounds; occasionally 
lifts and/or moves objects weighing up to 40 pounds such as books, equipment, and supplies.  May 
be required to lift and shelve books.  Often required to reach objects positioned in high locations 
and locations on or close to the ground. Occasionally required to set up and break down furniture 
for library events include folding tables and chairs, podiums, etc.  May be required to move heavy 
books while performing essential functions. 
  
This job description does not constitute an employment agreement between the employer and 
employee.  Duties assigned to this job are subject to change by the employer as the needs of the 
employer and requirements of the job change. 
 


