
 
 

Farmington Community Library 
Marketing & Communications Coordinator 

                                                Exempt 
 
Job Summary 
This position is considered a part of the Senior Library Staff, with primary responsibility to 
manage an important operation of the Library.  Responsibilities may include supervising staff; 
managing projects; and preparing marketing strategies. Responsible for all aspects of 
communication through print and digital modalities; website design and messaging; market 
surveys; data analytics; and collaborating internally to meet market demands. May supervise 
full or part-time employees.    
 
Essential Duties/Responsibilities May Include:  

 Conduct environmental scans for new products and ideas; research viability and lead 
implementation processes. Manages internal print and electronic written and graphic 
communications to promote programs and reach intended audiences; 

 Create and disseminate surveys to capture interests in existing and potential markets; 
analyze and communicate results; prepare and deliver presentations to various audiences; 
and perform related marketing tasks. 

 Develop and maintain partnerships that enhance opportunities for the library’s expanded 
success. 

 Directs workflow; develops procedures; analyzes the effectiveness of a program, service, or 
collection; and makes recommendations for changes or improvements.   

 Is aware of emerging trends of library service and works with other senior staff to analyze 
library operations in preparation for addressing those trends. 

 Prepares recommendations for library policy improvements; provides updates regarding 
library operations to library management staff. 

 Manages assigned projects, including: setting project timelines; assigning project roles; and 
monitoring project progress.  May include oversight of programming, training, facility use, 
and other broad tasks. 

 Collaborates with other members of the library staff and community. 
 Chairs committees; oversees work/goals of committees; may work with public 
 Demonstrates regular and predictable attendance, including attendance at required 

meetings. 

 Participates in local, regional, and national organizations; may serve in leadership roles on 
committees and/or make presentations to large audiences. 

 Demonstrates knowledge of materials and Library services, with a competency sufficient to 
direct and train both professional and assistant staff in these areas. 

 Supervises staff, including mentoring, training and evaluation of performance. 
 2+ years of grant writing experience. Identifying grant funding opportunities. Writing, 

submitting, and managing grant proposals. 



 Collaborating with the Director to send internal and external newsletters, promote on-site and 
off-site tours, and compile an annual report. 
 

This job description is intended to represent only the key areas of responsibilities; specific 
position assignments will vary depending on the business needs of the department. 
 
Minimum Qualifications: 

 Bachelor’s degree in Marketing, Business, or other related program; five (5) years of 
progressively responsible experience in program design and innovation; or combination of 
education and experience equivalent to perform the essential duties of the position. 

 Some supervisory experience required. 
 Valid driver’s license required. 

 

Required Skills and Knowledge: 
 Knowledge of marketing principles and processes. 
 Knowledge of electronic communication tools. 
 Experience with organizational promotion and branding. 
 Ability to convey the basic principles, concepts, and methodology of professional 

librarianship in carrying out basic assignments, operations or procedures. 

 Excellent verbal and written communication skills. 
 Tactfulness and adaptability in dealing with other professional colleagues, the Board, staff 

and the public. 

 Awareness of changes in the library field through professional literature and participation in 
professional activities. 

 Familiarity with current technology, i.e., general computer literacy, knowledge of the 
Internet and other electronic sources of information. 

 Project management principles 
 Capable of representing the Library or the Director at local or professional functions. 
 Applicable local, state, and federal laws, rules, and regulations. 
 
 
Physical Activity Requirements: 
Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force 
frequently, and/or a negligible amount of force constantly to move objects.  Physical demand 
requirements are in excess of those for Sedentary Work. Light Work usually requires walking or 
standing to a significant degree.   The type of physical demands usually associated with the 
essential functions of this classification are: stooping, kneeling, crouching, reaching overhead 
and horizontally, handling, fingering, feeling, talking, hearing and seeing.   
 

Send your cover letter, application, and resume to: 
 

Jerea Jackson 
 via email to: 

Jerea.Jackson@Farmlib.org 
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