
 

 

 
JOB DESCRIPTION – LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT  

 
JOB TITLE: Scheduling Specialist 
 
EXEMPTION STATUS: Non-Exempt 
 
JOB CATEGORY: Administrative Support Workers 
 
BARGAINING UNIT: Non-Supervisor 
 
GENERAL SUMMARY: 

Under direct supervision from an assigned Programming Specialist, Performing Arts Center 
Coordinator or Regional Programming Supervisor, responsible for performing clerical work in 
the scheduling and coordination of assigned venues at the Las Vegas-Clark County Library 
District (District) and conducting oversight to successfully execute routine programs, special 
events, and rental use.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

1. Welcomes partners, contracted artists and customers to programming events to ensure 
a positive library experience. 

2. Coordinates and schedules the public use of conference rooms.  Approves online 
customer facility use rental requests of conference rooms. 

3. Reviews Programming Partnership Applications. Suggests approval/denial to District 
administration.  

4. Interprets and discusses District policies with potential and current customers, District 
staff, and management. 

5. Assists the public as needed to use library venues and services. Addresses onsite 
customer inquiries by conducting meetings and facility tours. 

6. Prepares monthly statistical reports.  Maintains venue and department record-keeping, 
filing systems, and a variety of statistical records. 

7. Collaborates with other approved District staff to open and close facilities; maintains 
security of building access codes and keys.  

8. Provides instruction to customers and explains the proper use of facility and equipment. 

9. Troubleshoots minor audio-visual, lighting, and audio equipment issues. 

10. Serves as Person In Charge (PIC) as needed. 

11. Performs other duties as assigned. 
 

CORE COMPETENCIES: 



 

 

• Customer Service 

• MS Office 365 

• Public Service Ethics 

• Special events, programming and partnerships 
 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

• EDUCATION:  

Required: High School diploma, GED, or equivalent. 

Preferred: N/A 

• EXPERIENCE:  

Required:   N/A 

Preferred:  N/A 

• License or Certification:  

Required: Possess, or have the ability to obtain, a valid Nevada Driver’s License at the 
time of hire. 

Preferred:  N/A 

• PHYSICAL REQUIREMENTS: Essential and marginal functions may require regular, 

and at times sustained, performance of heavier physical tasks such as walking over 

rough or uneven surfaces; frequent bending, stooping, working in confined spaces; lifting 

or carrying moderately heavy (20-50 lbs.) items and occasionally very heavy (50 lbs. and 

over) items; minimal dexterity in the use of fingers, limbs, or body in the operation of 

office equipment; utilizing a keyboard, and sitting, or standing for extended periods of 

time. 

ADDITIONAL KNOWLEDGE, SKILLS, & ABILITIES: 

• Ability to accept and manage change while maintaining flexibility.  

• Ability to understand and follow oral and written instructions. 

• Ability to communicate clearly and concisely, both orally and in writing.  

• Ability to maintain effective interaction and communication with internal and external 
customers. 

• Ability to prioritize and perform multiple tasks concurrently for accurate and efficient 
results. 

• Ability to promote cultural awareness and encourage greater patronage of both the 
District and related venues. 

 
DEVELOPED:   July 1, 1995 
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