
 

 

 
JOB DESCRIPTION – LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT  

 
 
JOB TITLE: Adult Collection Development Librarian  
 
EXEMPTION STATUS: Exempt 
 
JOB CATEGORY: Professionals 
 
BARGAINING UNIT: Supervisory 
 
GENERAL SUMMARY: 
 
Under direction of the Collections and Bibliographic Services (CBS) Director, performs 
professional oversight of the development and maintenance of a diverse Library District-wide 
collection of materials to meet community needs. Manages the centralized selection processes 
in all aspects of the Library District-wide collection development. Exercises general supervision 
over subordinate staff.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 

1. Provides administrative supervision to assigned staff, including but not limited to: 

a. Performance Coaching and Management; 

b. Career Counseling and Development; 

c. Conflict Resolution. 

2. Coordinates and manages the collection of materials and resources and the centralized 

collection development selection process, including facilitating the curation of a 

comprehensive Library District-wide collection that addresses the community’s changing 

needs and interests.  

3. Identifies, evaluates, and selects materials in multiple formats; utilizes online vendor 

selection tools and additional sources to make final collection purchasing decisions. 

 

4. Generates and analyzes statistical data, reports, and other tools to assess the usage and 

popularity of materials. Monitors and directs the use of allocated Adult Collection 

Development budgets, tracking spending by format and location. Ensures budget is spent 

continuously and evenly throughout the fiscal year. 

5. Creates plans for opening day collections for new and redesigned building projects, 

develops special collections, and supports special projects as needed. 



 

 

6. Establishes and maintains effective professional relationships with Library District staff, 

vendors, publishers, and community partners; coordinates with Collection and 

Bibliographic Services staff to improve collection development processes and outcomes. 

7. Maintains awareness of industry trends, popular culture, and current events; and other 

factors that affect collection development. Researches, evaluates, recommends, and 

selects purchases of digital and other electronic content, emerging technologies, and new 

formats. 

 

8. Interprets and explains Library District materials policies and procedures where 

appropriate; drafts responses to Requests for Reconsiderations from customers. 

Recommends and develops Library District-wide policies and procedures for the Adult 

Collection. 

 

9. Provides leadership and direction to professional Library Operations staff and instructs 

librarians to develop the knowledge and skills necessary for their collection work. Designs, 

plans, and provides staff collection development instruction.  Works with supervisors to 

strengthen adult collection weaknesses. 

 

10. Performs other duties as assigned. 

CORE COMPETENCIES: 

 
Competencies of Adult Services Librarian-Collection Development plus:  

• Instructional Design and Information Literacy within adult collection context 

• Research support aligned with adult material curricula and workflows 

• Service assessment and data-informed decision-making 
 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 
 

• EDUCATION:  
 

Required: Master’s Degree in Library and Information Science (MLS or MLIS) from a 
college or university accredited by the American Library Association (ALA). 

 
Preferred: Documented coursework in Collection Development. 

 

• EXPERIENCE:  
 

Required: Two (2) years of increasingly responsible experience as a professional librarian 
required, including experience in collection development and selection of materials for 
adults. 

 
Preferred: One (1) year of supervisory experience. 
 
 
 



 

 

• LICENSE AND CERTIFICATION: 
 

Required: Possess or be able to obtain a valid Nevada driver’s license at the time of hire.  
 
Preferred: N/A 

 

• PHYSICAL REQUIREMENTS: Although work is performed in a library setting, a limited 
amount of walking or standing is often necessary to carry out job duties. Tasks may 
involve frequent walking, standing, bending, reaching, stopping, and lifting and carrying 
objects of moderate weight (20-50 pounds). 

 
ADDITIONAL KNOWLEDGE, SKILLS, & ABILITIES: 
 

• Knowledge of librarianship principles, including the provision of free and equitable access 

for all. 

• Knowledge of adult collection information resources, including research databases, 

industry reports, and relevant publications. 

• Knowledge of current literature, trends, and developments in the field of library science, 

especially those pertaining to areas assigned (i.e., adult information services, reference, 

reader’s advisory, technology, etc.). 

• Knowledge of adult collection concepts including fundamental business principles, market 

dynamics, and industry trends.  

• Knowledge of library technologies and digital access systems. 

• Knowledge of effective supervisory principles and methods. 

• Knowledge of instructional principles and lesson-plan development. 

• Ability to maintain customer confidentiality. 

 

 
DEVELOPED:   August 10, 1998 
 
UPDATED:  September 11, 2026 
 


