COLUMBUS METROPOLITAN LIBRARY

Request for Proposal
CML Employee Compensation Study
Issue Date: 10/07/2019
RFP Number: 19-028
Issued by
Procurement Department
96 S. Grant Ave.
Columbus, OH 43215
Deadline for Submittal
11/07/2019
No later than 12:00 NOON EST
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Edward Woda, Procurement Manager
Procurement Department
Telephone: (614) 849-1019; FAX: (614) 849-1134
ewoda@columbuslibrary.org

REQUEST FOR PROPOSAL COVER SHEET
The Columbus Metropolitan Library (“CML” or “Library”) is issuing this Request for Proposal
(“RFP”) for CML Employee Compensation Study (”Project”). The RFP Identification Number is:
CML # 19-028.
Proposals must be received at the Columbus Metropolitan Library, 96 South Grant Avenue,
Columbus, Ohio 43215 no later than 12:00 Noon on 11/07/2019. Any Proposal (“Proposal”)
arriving after 12:00 Noon will be considered late and will receive no consideration for selection to
provide the specified services.
All questions or requests for clarifications should be submitted in writing no later than 5:00 p.m.
seven (7) days prior to the proposal due date to procurement@columbuslibrary.org.
The Offeror (“Offeror”) declares to have read, understood and affirms, by its signature below, to
be bound by all the instructions, terms, conditions and specifications of this RFP and agrees to
fulfill the requirements of any contract (“Contract”) for which it is selected to provide the specified
goods or services at the prices proposed.
The Offeror certifies, by signature affixed to this “Request for Proposal Cover Sheet”, that the
information provided in response to this RFP, including certified statements, is accurate and
complete.
Federal Taxpayer Identification Number (TIN)
Name of person signing proposal

(Please print or type)

Title

Offeror Name
Mailing address
City

State

ZIP

Telephone

Toll Free Telephone

Contact Person

Fax Number

E-Mail address
Authorized Signature (Original signature only) Please use Blue Ink.

THIS FORM MUST BE SIGNED AND SUBMITTED WITH THE PROPOSAL
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PROJECT OVERVIEW
The Columbus Metropolitan Library is seeking sealed proposals (“Proposals”) to complete an
Employee Compensation Study. CML intends to award this work to one (1) contractor.
Offerors must be able to provide all products / services and meet all of the requirements
contained in this solicitation, and the successful Offeror (the “Contractor”) shall remain
responsible for Contract performance for the duration of the agreement.
PRE-PROPOSAL CONFERENCE
A pre-proposal conference will be held at the Main Library, 96 S. Grant Avenue, Columbus,
Ohio on 10/21/2019 at 11:00 at the CML Main Library, Room 3B to permit potential Offerors
the opportunity to ask questions about this Project. Although the pre-proposal conference is not
mandatory, attendance by any prospective Offeror is encouraged.
DIVERSITY
Because Columbus Metropolitan Library serves a diverse central Ohio population, CML has a
strong preference for professional service providers to propose teams made up of
MBE/DBE/WBE certified staff to provide CML with a diverse professional staff representative of
the central Ohio region in which they will be working and of the customers that CML serves
every day. Minority Business Enterprises are encouraged to respond to this solicitation.
A completed Offeror’s Diversity & Inclusion Participation Form or documentation of good faith
efforts must accompany the completed Proposal. Please refer to Appendix B, Offeror’s Diversity
& Inclusion Participation Form to submit or denote omission of participation.
COMPLIANCE WITH APPLICABLE LAWS
By submitting a Proposal for Work on the Project, the Offeror acknowledges that it is in
compliance with applicable federal, state, and local laws and regulations, including, but not
limited to, the following:
Equal Employment Opportunity/Nondiscrimination. The Offeror agrees that if it is awarded a
contract that in the hiring of employees for performance of work under the Contract or any
subcontract, neither it nor any subcontractor, or any person acting on its behalf or its
subcontractor’s behalf, by reason of race, creed, sex, disability as defined in Section 4112.01 of
the Ohio Revised Code, or color, shall discriminate against any citizen of the state in the
employment of labor or workers who are qualified and available to perform work to which the
employment relates. The Offeror further agrees that neither it nor any subcontractor or any
person on its behalf or on behalf of any subcontractor, in any manner, shall discriminate
against or intimidate any employees hired for the performance of the work under the Contract
on account of race, creed, sex, disability as defined in Section 4112.01 of the Ohio Revised
Code, or color.
Ethics Laws. The Offeror represents that it is familiar with all applicable ethics law
requirements, including without limitation Sections 102.04 and 3517.13 of the Ohio Revised
Code, and certifies that it is in compliance with such requirements.
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PROPOSAL SUBMISSION REQUIREMENTS
1. Offerors are cautioned to carefully review all parts of the RFP. No allowance may be
made for any error or negligence of the offeror.
2. Proposals are to be prepared in such a way as to provide a straightforward, concise
description of the Offerors capabilities to satisfy the requirements of this RFP and provide
sufficient information to fully establish the Contractor’s ability to perform all of the actions,
activities and functions described in this RFP.
3. Emphasis should be on conformance to the RFP instructions, responsiveness to the RFP
requirements, completeness and clarity of content and should minimize extraneous
marketing materials.
4. Costs for developing the Proposal are entirely the responsibility of the Offeror and shall
not be chargeable to the Library.
5. The Offeror must address all of the requirements listed in the Request for Proposal.
PROPOSAL SUBMITTAL
Each Proposer must submit a Technical Proposal and a Cost Proposal as part of its Proposal
package. Proposals must be submitted as two (2) separate components – Technical Proposal
and Cost Proposal in separate sealed envelopes/packages. Emailed submissions will not be
accepted.
Each Technical Proposal package must be clearly marked “CML #19-028 - CML Employee
Compensation Study- Technical Proposal” on the outside of each Technical Proposal
package’s envelope.
Each Cost Proposal package must be clearly marked “CML #19-028 - CML Employee
Compensation Study- Cost Proposal” on the outside of each Cost Proposal package’s
envelope.
The Proposal package must also include electronic versions of all proposal documents on
separate and clearly labeled flash drives.
IMPORTANT: Technical Proposals must not contain cost or pricing information. Each Proposer
must submit one (1) original, completed and signed in blue ink, and one (1) Cost Proposal in its
package, plus electronic versions of each, to the following:
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Edward Woda, Procurement Manager
Procurement Department, CML Main Library
96 South Grant Avenue
Columbus, Ohio 43215
Telephone: (614) 849-1019; FAX: (614) 849-1134
ewoda@columbuslibrary.org
Proposals may also be delivered in person to the procurement staff at the Columbus
Metropolitan Library located at 96 South Grant Avenue, Columbus, Ohio 43215. Proposers will
be issued a time stamped receipt by the procurement staff, which shall convey acceptance of
the proposal documents. Electronic submissions will not be accepted.
PROJECTED TIMELINE
The projected timeline for this RFP process is provided below. The Library may, at its sole
discretion, modify the schedule as necessary to allow for thorough and complete analysis of
responses.
Activity

Target Completion Date

Issuance of RFP

10/07/2019

Pre-Proposal Meeting

10/21/2019 at 11:00 AM
Seven (7) days prior to the proposal due
date
Five (5) days prior to the proposal due
date

Inquiry Period Ends
Final Response to Vendor Questions
Due Date

11/07/2019 at 12:00 PM

Selection of Successful Offeror

TBA
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Proposal Format and Content
Proposals will be accepted until the time indicated in the RFP. The Library is not responsible for
any late mail or late special service deliveries.
To facilitate comparison of Proposals, responses shall be organized into the following marked or
tabbed sections:
1. Executive level summary of the proposed solution, which shall include but shall not be
limited to:
a. The Contractor’s Work Plan. The Work Plan must address exactly how the Contractor
will provide all required services specified in this RFP.
2. Statement as to the Contactor’s particular abilities and qualifications to include, but not
limited to:
a. Brief history of the company.
b. Product and services offerings.
c. Describe the core competencies.
d. The number of years the Contractor has been in business.
e. Primary corporate location’s address.
f. The geographical area of operations and professional affiliations.
g. Overview of the ownership structure of the company.
h. All alliances and/or strategic partnerships with other companies.
i. Size and composition of the organization.
j. Number of current customers.
3. A description of the Contractors staffing plan for the CML project, which shall include but
shall not be limited to:
a. The name of each team member that will be assigned to this project and the role the
assigned role for each location.
b. A brief resume of experience, certifications, skills and abilities of each team member.
4. A disclosure of all adverse information that is publicly available, which shall include but shall
not be limited to:
a. Lawsuits, judgments, liens, bankruptcies or claims made against the Contractor within
five (5) years of the proposal due date.
b. Debarment from entering into Contracts with the State of Ohio, any county in the State of
Ohio, or any other government entity within five (5) years of the proposal due date.
5. If applicable, include a list of proposed Subcontractors for this project. For each
Subcontractor listed, identify whether or not the Subcontractor is a certified woman- or
minority-owned business. CML reserves the right to reject any Subcontractor not identified
within the Contractor’s response.
6. References - The Contractor shall provide at least three (3) references for engagements
within three (3) years of the proposal submission date.
7. Include any other information documentation believed to be pertinent, but not specifically
mentioned in this RFP, that may be useful and applicable to this project.
8. The Contractor must include a completed W-9 Form.
9. The Contractor must provide a Certificate of Insurance (“COI”) with coverage per the terms
provided herein and list CML as an Additional Insured. Waiver of Subrogation shall also
apply and indicated on the COI.
10. A completed Acknowledgement of Addenda form.
11. A list of all assumptions and exceptions to the specifications outlined in the RFP.
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COST PROPOSAL
The Cost Proposal package shall contain the following items:
1. Completed Price Proposal Form – Appendix A
2. Completed Proposer’s Diversity & Inclusion Participation Form –Appendix B
The Proposal shall contain all price information in the format specified on the Cost Proposal
Form.
Proposers may not amend, alter or omit any items on the Price Proposal Form or include
additional clarifying or contingent language on or attached to the form. Failure to adhere to any
of these instructions may result in the Proposal being determined to be non-responsive and
rejected by CML. Prices offered shall be all inclusive and shall remain fixed for the duration of
the agreement. CML is a tax-exempt entity.
ADDITIONAL INFORMATION
1. Addenda to this RFP will be posted on the Columbus Metropolitan Library Web-site:
www.columbuslibrary.org/about/doing-business at least five (5) business days prior to the
RFP opening. Proposers are responsible for any information provided in any and all issued
addenda. Proposers are required to acknowledge the receipt of all RFP addenda by using
the supplied “Acknowledgement of Addenda” form.
2. Correct and proper invoices will be paid within 30 days of receipt. Invoices are to detail the
services provided, the date and detail costs and are to be submitted on company letterhead,
to the e-mail address on the Library’s purchase order. Refer to terms and conditions herein
for additional information regarding payment.
3. Times referenced herein are Columbus, Ohio local time.
4. Submission of a Proposal in response to this RFP is the Proposer’s acknowledgement that
subjective criteria may be used in the evaluation of Proposals. Award shall be made to the
responsive and responsible Proposer determined to be the most advantageous to the
Library. Price, although an important consideration, will not be the sole determining factor.
RFP & PROPOSAL QUESTIONS
1. Any questions or clarifications regarding this RFP must be sent in writing to
procurement@columbuslibrary.org and reference the Proposal Identification Number CML
#19-028 and title of the RFP. All questions must be submitted no later than 5:00 p.m. seven
(7) days prior to the proposal due date.
2. Contractors are encouraged to submit questions at any time during the inquiry period.
3. Answers to all questions will be distributed in the form of an addendum and posted on the
“Doing Business with the Library” page of the Library’s Website at:
https://www.columbuslibrary.org/about/doing-business .
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SELECTION PROCESS
A. Selection Process
1. CML will form an evaluation committee to review and evaluate Contractor proposals.
The following criteria weights will be assigned:
a. Quality of the Contractor’s Technical Solution – 650 Points
b. Total Cost – 350 Points
c. Total allowable Points - 1,000 points
2. CML may invite any or all Proposers to present an oral presentation on the specifics of
their technical and/or price submission. Proposers will be provided with sufficient notice
to prepare.
3. Members of the CML evaluation committee may choose to retain their original technical
score following the oral presentation or may choose to re-score any or all Proposers
following oral presentations. The final score will be collected and recorded by the CML
procurement staff.
B. Evaluation Criteria
1. Technical Proposal
a. Members of the CML evaluation committee will utilize a zero (0) to five (5) scale to
evaluate each proposal, as outlined below:
Zero (0)
One (1)

Unsatisfactory
Poor

Two (2)

Satisfactory

Three (3) Good
Four (4) Excellent
Five (5)

Outstanding

Does not conform to CML requirements.
Conforms to CML requirements in a
limited manner.
Generally meets CML requirements with
limitations.
Meets CML requirements as written.
Meets and generally exceeds CML
requirements as written.
Exceeds CML requirements in all
aspects.

b. Members of the CML evaluation committee will review the completeness and
comprehensiveness of all Contractor proposals. CML will place emphasis on the
quality and comprehensiveness of the proposal, including the understanding of the
requirements by the Contractor, Contractor qualifications, quality of the proposed
solution, organizational history and capacity, experience, and references. The
evaluation form that CML will be utilizing can be found in Appendix A.
c. CML will calculate the weighted technical score in the following manner:
(Contractor’s Total Score/Total Maximum Points) x 650 Points = weighted technical
score
Example:
(Contractor’s Total Score (60) /Total Maximum Points (100)) x 650 Points = 390
Points (of a possible 650)
Evaluation of Cost Proposal
1. CML will rank costs on a relative basis to determine the cost score.
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2. CML will calculate the Contractor’s cost score after the technical evaluation committee has
concluded their review. The Contractor’s cost score will be assigned in the following
manner:
(Lowest Responsive Price Proposal / Contractor Proposal Submission) x 350 Points =
Total Cost Score
Example:
(Lowest Responsive Price Proposal ($100,000) / Contractor Proposal Submission
($110,000)) x 350 Points = 318.50 Points (of a possible 350).
3. The Total Composite Score will be comprised of the Technical Proposal Score + Cost
Score which will not exceed 1,000 points.
Contract Award
The Library is not, by virtue of issuing this RFP, obligated to enter into a Contract and reserves the
right to not issue a Contract as a result of this solicitation.
CML will enter into negotiations with the Offeror’s with the highest composite score following the
final technical scoring by the evaluation committee. The selected Proposer will be invited to
negotiate a contract with CML. The contents of the selected proposal, together with the RFP and
any formal questions and answers generated during the proposal process, will be incorporated
with and made part of the final contract as developed by CML. Should negotiations fail to result in
a signed contract within thirty (30) days, CML reserves the right to terminate negotiations and
select the Proposer whose proposal is determined to be the next most advantageous to CML.
All Proposer’s that respond will receive notification if they have been selected or not.
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STATEMENT OF WORK
I.

Invitation
A. The Columbus Metropolitan Library (“CML” or “The Library”) seeks the services of a
qualified Contractor to review CML’s employee compensation practices and provide
recommendations to CML regarding its approach to employee compensation.

II.

Background Information on CML
A. The Columbus City Council established a free, tax supported library in 1872, which opened
as the “Public Library and Reading Room of Columbus” inside a newly built City Hall in
1873.
B. The State of Ohio established CML as a county district library in 1976 with a legal service
district of Franklin County, except for the legal service areas of the other six library
systems within Franklin County (Bexley, Upper Arlington, Grandview, Southwest,
Worthington, and Westerville).
C. Today, CML consists of a Main Library on South Grant Avenue and twenty-two (22)
branches throughout the county.
D. In 2018, CML employed eight hundred twenty six (826) people, which includes full time,
part time, and temporary employees. These employees were hourly wage employees
(known as “non-exempt”) and salaried staff (known as “exempt”), fulfilling direct services
and support roles to continue CML operations.
E. There are approximately one hundred thirty (130) unique job classifications at CML that
may be used at any time to meet our operational needs.
F. Through December 31, 2018, CML had a total annual expenditure of $41.5 Million for
salaries and benefits.

III.

Scope of Work
A. CML Responsibilities
1. Prior to the commencement of the Contractor’s services, CML will review all current job
descriptions which will focus on the completeness, accuracy of title, and substantive
accuracy of duties and qualifications, including education and experience levels,
applicability of professional licenses and certifications, and other factors.
2. As part of this RFP and for informational purposes, CML will provide the Contractor
with a sample of current job descriptions. CML has provided eight (8) current job
descriptions – three (3) exempt positions; three (3) non-exempt positions; and two (2)
MLS positions. (See Appendix F) CML will provide the Contractor with all current job
descriptions within fourteen (14) days of the commencement of this Agreement.
3. As part of this RFP and for informational purposes, CML has provided the 2019 salary
schedule (See Appendix E) CML will provide the Contractor with the current salary
schedule within fourteen (14) days of the commencement of this Agreement.
4. CML will make reasonable efforts to make relevant employees, managers, and
executives available to provide context, background information, and input to the
Contractor during the course of this engagement.
B. Contractor Responsibilities
1. The Contractor shall aid in the development of a compensation philosophy, articulating
where CML would like to be positioned relative to the market in terms of total employee
rewards.
2. The Contractor shall review CML salary ranges and fringe benefits, for all provided
CML job descriptions for applicability to market conditions in similarly sized
organizations in the Midwestern United States that are comprised of public libraries,
educational institutions, non-profits, private sector organizations and specific
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C.

D.

E.

F.

G.
H.

I.

local/regional competitors for talent where essential duties and qualifications are
similar.
3. The Contractor shall make recommendations for adjustments to existing salary ranges
for applicable job descriptions based on market conditions and internal equity.
4. The Contractor shall make recommendations about how salary ranges are established
and maintained at similar organizations to allow for ongoing internal update on a
regular basis.
5. The Contractor shall design and recommend an implementation strategy for their
recommendations with financial impact as a primary consideration.
The Contractor’s analysis, recommendations, and other communications that are part of
this project shall be delivered in the form of a preliminary report to the Director of Human
Resources, the Chief Financial Officer (CFO), and the Chief Administrative Officer (CAO).
The Director of Human Resources, CFO and CAO can provide feedback and
recommendations to the Contractor within fifteen (15) days of the delivery of the
preliminary report for review and inclusion into the final report.
The Contractor’s analysis, recommendations, revisions and other communications that are
part of this project shall be delivered in the form of a final report to the Chief Financial
Officer and the Chief Administrative Officer.
The Contractor and CML shall jointly schedule a time for the Contractor to deliver a
presentation to members of the CML Executive Leadership Team and any other
employees, trustees, or representatives of CML to review the final report and ask any
clarifying questions of the Contractor.
CML will provide written acceptance of the final report to the Contractor following the
delivery of the presentation, or at any time following the delivery of the final report.
The Contractor shall make members of the project team available to provide additional
analysis and to answer follow up questions by authorized CML employees after the
delivery and final acceptance of the final report. These services shall be made available
upon written request and shall be billed at an hourly rate as stated in the compensation
section and the price proposal form. The project team members that shall be available are
the Engagement Leader, Lead Consultant, and Junior Consultant.
The Contractor shall include the following statement in its findings:
This report has been compiled at the request of the Columbus Metropolitan Library. The
information and recommendations contained in this report are for information purposes
only. The Contractor’s recommendations should not be considered as binding and any
modifications to CML employee compensation and/or benefits are subject to Actions of the
Board of Trustees of the Columbus Metropolitan Library.

IV.

General Terms and Conditions
A. The Contractor shall follow all site specific directions offered by the CML Authorized
Representative.
B. The Contractor shall monitor all deliverables and services and shall promptly notify the
CML Authorized Representative, by telephone or other means, of any failure to provide
such deliverables and services in accordance with the contract schedule. CML shall
determine if failure to provide deliverables and services have caused or are likely to cause
impairment to the operation of CML or an inconvenience to CML. If it is determined that
such failure to provide deliverables and services has caused or is likely to cause such
impairment or inconvenience, then CML shall notify the Contractor in writing, and provide a
cure date to the Contractor. The cure date shall provide the Contractor with a time period
to cure the situation to avoid liquidated damages. Decisions by CML in this regard shall be
final and shall not be arbitrary or capricious.
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V.

Quality Control Services
A. The Contractor shall have a documented quality control program which shall be subject to
inspection by CML at the time of the proposal submission.
B. Remedies for unsatisfactory performance are detailed in Section VIII – Liquidated
Damages. Repeated poor performance may result in all applicable remedies up to and
including termination of this Agreement.

VI.

Contractor Qualifications
A. At the time of the proposal submission, the Contractor shall have a minimum of three (3)
years of experience providing compensation consulting services similar to what is
described in these specifications and shall be currently providing these services.
B. Experience as an employee, subcontractor, director, or principal of another organization
will not be accepted.
C. The Contractor shall provide at least three (3) references for engagements within three (3)
years of the proposal submission date for customers whose area of focus are libraries,
educational institutions, not for profit organizations, or similar mission based organizations.
References shall include the customer name, engagement manager’s name, phone
number, and email address. If CML is unable to contact the supplied reference(s), the
Contractor shall supply additional references. Failure to do so may result in a
determination of non-responsiveness and a rejection of the Contractor’s proposal.

VII.

Confidentiality
A. The Contractor agrees that all records and information which it may have access to,
examine, prepare, maintain or have custody of and deliver herein (“Confidential
Information”) shall be kept confidential. The Contractor shall not any time during the term
of this Agreement, or thereafter, make any disclosure or statements or release to any third
party any confidential information without the prior written approval of the Columbus
Metropolitan Library.
B. The Contractor agrees that it will instruct its officers, employees, and agents, to maintain
the confidentiality of all confidential information.
C. Upon expiration or termination of this Agreement, the Contractor shall return to CML any
and all confidential information in the possession of the Contractor or subcontractors, and
permanently delete any and all confidential information maintained in any electronic form
by the Contractor or subcontractors.
D. A breach of this section shall constitute a material breach of this Agreement for which CML
may terminate this Agreement. CML reserves any and all other rights and remedies in the
event of an unauthorized disclosure.
E. This section shall survive the expiration or termination of this Agreement.

VIII.

Liquidated Damages
A. If the Contractor fails to commence or complete Services within the time frames set forth in
this Agreement, then the Contractor shall be subject to fixed and liquidated damages of
one hundred dollars ($100.00) per calendar day or portion thereof that the Contractor fails
to complete the work.
B. All charges for liquidated damages assessed to the Contractor shall be deducted from
money that is due or shall become due to the Contractor from CML. In the event there is no
money due to the Contractor, then the Contractor shall pay the amount of the charges due
to CML within thirty (30) days of such assessment.
C. Such liquidated damages shall be subject to the cure procedures set forth in Section V (D)
of this Agreement.
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IX.

Compensation
A. The Contractor shall provide a fixed rate for all deliverables in this engagement as outlined
in the Scope of Work. These rates shall be fully burdened, and shall include, but shall not
be limited to, labor, statutory payroll taxes, social security, Medicare, equipment,
subscriptions, tools, travel, mileage, insurance, general and administrative expenses and
Contractor profit.
B. The Contractor shall provide fixed hourly rates for the listed labor titles, which may be
accessed by CML for optional services that are not included in the Agreement. These
hourly rates shall be fully burdened, and shall include, but shall not be limited to, labor,
statutory payroll taxes, social security, Medicare, equipment, subscriptions, tools, travel,
mileage, insurance, general and administrative expenses and Contractor profit.
C. All submitted rates shall remain fixed for the duration of the Agreement and shall not be
subject to any increases, modifications, or cost of living adjustments.

X.

Term of Agreement
A. This Agreement shall commence upon the signature date or another date designated by
CML and shall conclude upon final acceptance of services by CML or one (1) year from the
date of commencement, whichever is sooner.
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Columbus Metropolitan Library
Procurement Department
Standard Contract Terms and Conditions
Contract Components, Entirety, Changes Interpretation
Contract Components: This contract consists of this document, the Standard Contract Terms
and Conditions, the Special Contract Terms and Conditions (if any), the specifications or scope
of work (SOW), and any written amendments to this document, valid Columbus Metropolitan
Library (CML) purchase orders or other ordering documents (together referred to as the
“Contract”).
Entire Agreement; Parties to the Contract: This contract is the entire agreement between the
individual or entity selected to provide equipment, supplies and/or services on the basis of a
SOW submitted to CML in response to a request (referred to as the Contractor in these Terms
and Conditions) and Columbus Metropolitan Library (CML).
Contract Changes: Waivers, Changes or Modifications to this Contract must be made in
writing and signed by both parties. If a party to this Contract does not demand strict
performance of any item of this Contract, the party has not waived or relinquished any of its
rights; the party may at any later time demand strict and complete performance of the term.
Contract Orders: CML will order supplies or services under this Contract from the Contractor
directly. The Contractor may receive purchase orders by telephone, facsimile, electronically or
in person by authorized employees of CML. The Contractor is not required to fill an order date
more than 30 days beyond the date of Contract expiration, termination or cancellation, unless
the Contract provides for a quarterly delivery or quarterly service. Under a Contract that
provides for quarterly delivery, the Contractor is not required to fill an order with a delivery date
of more than 90 days beyond the date of Contract expiration, termination or cancellation.
Standard Invoice and Payment
Invoice: The Contractor shall submit invoices to accountspayable@columbuslibrary.org. The
invoice must be a proper invoice to receive consideration for payment. A “proper Invoice” is
defined as being free of defects, discrepancies, errors or other improprieties. Improper invoices
will be returned to the Contractor noting the areas of discrepancy.
Payment: In consideration for the Contractor’s performance, CML will pay the Contractor at the
rate specified in the contract. Payments will be made by electronic funds transfer (EFT). For all
transactions, the Contractor must have a valid W9 form on file with the Finance Department.
The completed form should be mailed to: Finance Department, Columbus Metropolitan Library,
96 South Grant Avenue, Columbus, Ohio 43215.
Payment Due Date: CML will pay invoices 30 days after it has received an invoice for supplies
and services it has received and accepted, unless otherwise indicated herein.
Taxes: Columbus Metropolitan Library is exempt for all federal, state and local taxes as CML is
part of Franklin County Government and has a 501 nonprofit status.
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Term of Contract: This contract is effective upon the projected beginning date of the Contract
Cover Page or upon signature of CML by the Fiscal Officer, whichever comes later in time. This
Contract will remain in effect until the Contract is fully performed by both parties or cancelled in
accordance with the Terms found herein.
Contract Renewal: This contract may be renewed solely at the discretion of CML for a period
of one month. Any further renewals will be by agreement of both parties, any number of times
for any period of time. The cumulative time of all renewals may not exceed two years.
Delivery
F.O. B. The Place of Destination: The Contractor must provide the supplies or services under
this Contract F.O.B., the place of delivery/destination, unless otherwise stated. The address of
delivery will be specified by the purchase order or other ordering document. Freight will be
prepaid unless otherwise stated.
Time of Delivery: If the Contractor is not able to deliver the supplies or services on the date
and time specified by CML ordering department on the ordering document, the Contractor must
coordinate an acceptable date and time for delivery. If the Contractor is not able to, or does not,
provide the supplies or services to an ordering department by the time and date agreed upon,
CML may obtain any remedy provided below or any other remedy at law.
Minimum Orders-Transportation Charges: For purchase orders placed that are less than the
stated minimum order, the transportation will be prepaid and added to the invoice by the
Contractor to the delivery location designated in the ordering documents. Shipment is to be
made by private or commercial freight service, airmail, water, parcel post, express or
commercial package delivery, whichever is the most economical and expeditious method for
proper delivery of the item. Failure of the Contractor to utilize the most economical mode of
transportation shall result in the Contractor reimbursing CML the difference between the most
economical mode of transportation and the mode of transportation used by the contractor.
Failure to reimburse CML shall be considered a default.
Contract Cancellation; Termination; Remedies
Contract Cancellation: If a Contractor fails to perform any one of its obligations under this
Contract, it will be in default, and CML may cancel this Contract in accordance with this section.
The cancellation will be effective on the date delineated by CML.
A. Contract Performance is Substantially Endangered: If the Contractor’s default is
substantial and cannot be cured within a reasonable time, or if CML determines that
the performance of the contract is substantially endangered through no fault of CML,
CML may cancel this Contract by written notice to the Contractor.
B. Cancellation by Unremedied Default: If a Contractor’s default may be cured with a
reasonable time, CML will provide written notice to the Contractor specifying the
default and the time within which the Contractor must correct the default. If
Contractor fails to cure its default in the time required, CML may cancel this Contract
by providing written notice to the Contractor. If CML does not give timely notice of
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default to Contractor, CML has not waived any of its rights or remedies concerning
the default.
C. Cancellation by Persistent Default: CML may cancel this Contract by written notice to
Contractor for defaults that are cured but persistent. “Persistent” means three or
more defaults. After CML has notified Contractor of its third default, CML may cancel
this Contract without providing Contractor with an opportunity to cure, if the
Contractor defaults a fourth time. CML shall provide written notice of the termination
to the Contractor.
D. Cancellation for Financial Instability: CML may cancel this Contract by written notice
if Contractor does not pay its subcontractors and material suppliers within 10 days of
payment to the Contractor by CML. To the extent permitted by law, CML may cancel
this Contract by written notice to Contractor if a petition in bankruptcy or similar
proceedings has been filed by or against the Contractor.
Contract Termination: CML may terminate this Contract for convenience after issuing 30 days
written notice to the Contractor.
Remedies for Default:
A. Actual Damages. The Contractor is liable to CML for all actual and direct damages
caused by the Contractor’s default. CML may buy substitute supplies or services,
from a third party, for those that were to be provided by the Contractor, and CML
may recover the costs associated with acquiring substitute supplies or service, less
any expenses or costs saved by the Contractor’s default, from the Contractor.
B. Deduction of Damages for Contract Price. CML may deduct all or any part of the
damages resulting from Contractor’s default from any part of the price still due on the
Contract, after CML has provided prior written notice to Contractor of such default
and intent to deduct damages from the Contract Price.
Force Majeure: If CML or Contractor is unable to perform any part of its obligation under this
Contract by reason of force majeure, the party is excused from its obligations, to the extent that
its performance is prevented by force majeure, for the duration of the event. The party must
remedy with all reasonable dispatch the cause preventing it from carrying out its obligations
under this Contract. The term “force majeure” means without limitation: Acts of God, such as
epidemics, lightning, earthquakes, fires, storms, hurricanes, tornadoes, floods, washouts,
droughts, and any other severe weather; explosions; arrests; restraint of government and
people; strikes; and any other like events or any other cause that could not be reasonable
foreseen in the exercise of ordinary care, and that is beyond the reasonable control of the party.
CML Consent to Assign or Delegate: The Contractor may not assign any of its rights under
this contract unless CML consents to the assignment or delegation in writing. Any purported
assignment or delegation made without CML’s written consent is void.
Indemnification: Contractor will indemnify CML, its employees, members of the Board of
Trustees, and its Officers and administrators for any and all claims, damages, lawsuits, costs,
judgments, expenses, liabilities that may arise out of, or are related to, the Contractor’s
performance under this Contract, including the performance by Contractor’s employees and
agents and any individual or entity for which the Contractor is responsible.
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Confidentiality: Contractor may learn of information, documents, data, records and
other material that is confidential in the performance of this Contract. Contractor may
not disclose any information obtained by it as a result of the Contract without written
permission from CML. Contractor must assume that all CML information, documents,
data, records or other material is confidential.
Publicity: Contractor and any of its subcontractors may not use or refer to this
Contract to promote of solicit Contractor’s or subcontractor’s supplies or services.
Contractor and its subcontractors may not disseminate information regarding this
Contract, unless agreed to in writing by CML.
Governing Laws; Severability: The Laws of the State of Ohio govern this Contract,
and venue for any dispute will be exclusively with the appropriate court of competent
jurisdiction in Franklin County, Ohio. If any provision of the Contract or the
application of any provision is held by a court of competent jurisdiction to be contrary
to law, the remaining provisions of the Contract will remain in full force and effect to
the extent that the remaining provisions continue to make sense.
Workers Compensation: The Contractor shall carry Workers’ Compensation
Liability Insurance as required by Ohio law for any work to be performed within the
State of Ohio. Failure to maintain Workers Compensation Liability Insurance for the
duration of the contract and any renewal hereto will be considered a default.
Automobile and General Liability Requirements: During the term of the Contract
and any renewal hereto, the Contractor, and any agent of the Contractor, at its sole
cost and expense, shall maintain a policy of automobile liability and commercial
general liability insurance as described in this clause. Copies of the respective
insurance certificates shall be filed with the Procurement Department within seven (7)
calendar days after notification by the CML of its selection of the Contractor to
provide the specified supplies and/or services. Failure to submit the insurance
certificates within the time period may result in the Contractor being considered in
default. Said certificates are subject to the approval of the CML Procurement
Manager and shall contain a clause or endorsement providing thirty (30) days prior
written notice of cancellation, non-renewal or decrease in coverage will be given to
the Procurement Manager. Failure of the Contractor to maintain this coverage for the
duration of the Contract, and any renewals, thereto may be considered a default.
Automobile Liability: Automobile Insurance is required for anyone coming onto
CML branches and/or property to deliver goods or perform services using a vehicle,
which is owned, leased, hired, or rented by the Contractor. Any Contractor, broker,
or subcontractor who will be on CML property, but not delivering goods or performing
services, is required to carry Automobile Liability Insurance that complies with the
state and federal laws regarding financial responsibility. Automobile liability
insurance, including hired, owned, and non-owned vehicles used in connection with
the Work, shall have a combined single limit coverage covering personal injury,
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bodily injury (including death) and property damage of not less than $2,000,000 per
accident.
Commercial General Liability: Insurance coverage with a $2,000,000 annual
aggregate and a $1,000,000 per occurrence limit for bodily injury, personal injury,
wrongful death and property damage. The defense cost shall be outside of the policy
limits. Such policy shall designate CML as an Additional Insured, as its interest may
appear. The policy shall also be endorsed to include a blanket waiver of
subrogation. The certificate shall be endorsed to reflect a per project/per location
General Aggregate limit of $2,000,000. If the Contractor uses an umbrella/excess
policy to meet the required limits, it is understood that the policy shall follow from per
project/per location basis. It is agreed upon that the Contractor’s commercial general
liability insurance shall be primary over any other coverage. The Procurement
Department reserves the right to approve all policy deductibles and levels of selfinsurance retention.
Contract Compliance: The participating CML branches and departments will be
responsible for the administration of the Contract and will monitor the Contractor’s
performance and compliance with the terms, conditions and specifications of the
Contract. If a branch or department observes any infraction such shall be
documented and conveyed to the Contractor for immediate correction. If the
Contractor fails to rectify the infraction, the department/branch will notify the
Procurement Department in order to resolve the issues. These terms and conditions
will be used by the Procurement Department to resolve the issues.
Warranties: Unless otherwise stated, all supplies shall be new and unused. All
products shall carry manufacturer’s warranties in addition to implied warranties. The
Contractor warrants all supplies to be free from defects in labor, material, and
workmanship (manufacturing) and be in compliance with the contract specifications.
ADDITIONAL TERMS:
1. This Contract represents the entire agreement of the parties hereto, and may not
be amended except in writing signed by both parties.
2. All times referenced herein are Columbus, Ohio local times.
3. CML is not responsible for any work or services provided by Contractor prior to
the issuance of a P.O. by CML.
4. Contractor will supply its own tools and materials.
5. Contractor will make arrangements for EFT (electronic funds transfer).
6. A completed W9 form is required on file with CML prior to CML issuing payment
for services provided by Contractor. The W9 form can be found at
http://www.irs.gov/pub/irs-pdf/fw9.pdf. Please fill out the form and return with the
signed contract to the Procurement Department of the Columbus Metropolitan Library
at 96 S. Grant Avenue, Columbus, OH 43215 or email:
procurement@columbuslibrary.org.
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Appendix A – Price Submission Form
CML Employee Compensation Study
RFP Number: CML #19-028
Part A – Compensation Study
Item

Fixed Price

Deliverable # 1 - Preliminary Report

$______________________

Deliverable #2 – Final Report

$______________________

Total

$______________________

Part B – Optional Labor Services
Item

Fixed Hourly Rate

Engagement Leader

$______________________

Lead Consultant

$______________________

Junior Consultant

$______________________

General Note:
The Contractor shall complete all sections of the price schedule
(Parts A and B). No modifications, markings, or additions to the proposal form will be
accepted. Failure to complete this form may result in a determination of nonresponsiveness and may result in the rejection of the Contractor’s proposal.
____________________
Contractor Name

Submitted by

Title

Signature

Date
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Appendix B - Offeror’s Diversity & Inclusion Participation Form
CML Employee Compensation Study
RFP Number: CML #19-028
A completed Offeror’s Diversity & Inclusion Participation Form or documentation of good faith
efforts must accompany the completed Form of Proposal or Bid Form.
(“Offeror”)
regarding its levels of MBE/WBE Participation:

submits

the

following

information

List all MBE/WBE subcontractors and suppliers, with contract amounts, that Offeror will use for
its work on the Project. (Continue list on additional sheets of paper if necessary.)
MBE or WBE
Name of Subcontractor /
Subcontract
Supplier
Amount
1.

$

2.

$

3.

$

4.

$
A. TOTAL AMOUNT OF
MBE/WBE SUBCONTRACTS

$

PROPOSED TOTAL

$

B. PERCENTAGE OF
DIVERSITY PARTICIPATION*
(A ÷ B x 100)

%

The Offeror’s commitment of total workforce hours for Minority Workforce
participation on the project is:

___________%.

The Offeror’s commitment of total workforce hours for Women Workforce
participation on the project is:

___________%.

I certify under penalty of perjury that the forgoing and/or attached statements and information are true and
correct. The undersigned will immediately notify the Owner in the event that any of the information
provided in this Diversity & Inclusion Participation Form changes in any material way.

By: _________________________________________________ Date: _________________
Print Name and Title: _________________________________________________________
*If the Offeror does not indicate that it has achieved the Diversity & Inclusion Participation Goal set forth in
the Instructions to Offerors, the Offeror must attach to this Form, a narrative, including exhibits,
demonstrating and certifying that good faith efforts, as set forth in the Instructions to Offerors, were
actively and aggressively undertaken by the Offeror, to reach such goals.

20

Appendix C – Acknowledgement of Addenda
CML Employee Compensation Study
RFP Number: CML #19-028

Project Description: RFP for CML Employee Compensation Study
____________________________________________________________
Instructions: The respondent is to complete Part I or Part II of this form, whichever is
applicable, and sign and date this form. This form serves as the respondent’s acknowledgment
of the receipt of the Addenda to this solicitation which may have been issued by the CML prior
to the Proposal Due Date and Time.
Part I: Check Box if Applicable:
Listed below are the dates of issue for each Addendum received in connection with this
solicitation.
Addendum # 1, dated: ____/____/____

Addendum # 2, dated: ____/____/____

Addendum # 3, dated: ____/____/____

Addendum # 4, dated: ____/____/____

Addendum # 5, dated: ____/____/____

Addendum # 6, dated: ____/____/____

Part II: Check Box if Applicable:
NO ADDENDUM WAS RECEIVED IN CONNECTION
WITH THIS COMPETITIVE SEALED BID.

NOTE: THE BIDDER MUST SIGN AND COMPLETE THIS FORM
Company Name: ____________________________________________________
Authorized Representative:
Name:

______________________________________________________

Signature:

__________________________________________________________

Title:

_____________________________________________________

Date:
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Appendix D – Evaluation Form
CML Employee Compensation Study
RFP Number: CML #19-028
Responsiveness Criteria
1. Quality and comprehensiveness of the Proposal:
a. Demonstrated understanding, by the
Contractor,
of the Library and the Library’s requirements.
b. Qualifications and ability to perform.
c. Responsiveness and adherence to RFP
instructions.
2. Quality of the proposed solution includes, but is not
limited to, the following:
a. Comprehensive Work Plan per the RFP.
b. Contractor’s Staffing Plan.
c. Demonstrated ability of Contractor to
meet requirements.

Weight

Score

Ext’d

35

35

3. Contractor’s experience on projects of similar type
and scope.

20

4. Input from reference contacts.

10

Total Technical Score:

Members of the CML evaluation committee will utilize a zero (0) to five (5) scale to evaluate
each proposal, as outlined below:
Zero (0)
One (1)
Two (2)
Three (3)
Four (4)

Unsatisfactory
Poor
Satisfactory
Good
Excellent

Five (5)

Outstanding

Does not conform to CML requirements.
Conforms to CML requirements in a limited manner.
Generally meets CML requirements with limitations.
Meets CML requirements as written.
Meets and generally exceeds CML requirements as
written.
Exceeds CML requirements in all aspects.
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Appendix E – Current CML Salary Schedule
CML Employee Compensation Study
RFP Number: CML #19-028

<Blank>
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2019 NON-EXEMPT SALARY RANGE SCHEDULE
Effective 1/1/2019

Range#

Job Title

Minimum

Mid-Point

Maximum

800

Library Services Aide

$11.14

$13.71

$16.44

900

Sorter
Youth Services Aide

$12.24

$15.29

$18.33

1000

Collection Services Associate
Custodian
Customer Services Associate
Driver/Sorter
Intern
Lead Sorter
Materials & Distribution Associate
Summer Reading Associate
Vehicle Operator

$13.90

$17.37

$20.83

1100

Collection Services Associate II
Customer Services Specialist
Security Officer
Security Dispatcher
Volunteer Services Associate
Youth Services Specialist

$15.46

$19.35

$23.23

1200

Business Process Specialist
Collection Services Specialist
Customer Services Specialist II
Database Coordinator
Development Coordinator
Homework Help Center Associate
Lead Security Officer
Operations Specialist
Print Services Associate
Public Services Specialist
Teen Services Specialist

$17.28

$21.55

$25.85

1300

Administrative Assistant
Homework Help Center Specialist
Information Services Specialist

$19.68

$24.62

$29.56

IT Service Desk Specialist
Library Assistant, Collection Services
Maintenance Technician
Ready for Kindergarten Specialist
1400

Maintenance Technician II
Payroll & Benefits Specialist

$21.47

$26.87

$32.24

1500

Lead Maintenance Technician
Procurement Buyer

$23.36

$29.20

$35.02

2019 EXEMPT SALARY RANGE SCHEDULE
Effective 1/1/2019

Range#

Job Title

Minimum

Mid-Point

Maximum

2200

Accounting Analyst
Customer and Materials Services Supervisor
Life Skills Specialist
Materials Services Supervisor
Processing Supervisor
Security Supervisor
Youth Services Supervisor (BA/BS)

$40,931.52

$51,175.36

$61,420.23

2300

Advocacy Associate
Custodial Supervisor
Desktop Systems Engineer
Financial Analyst
Graphic Designer
Systems Administration Specialist

$44,498.81

$55,624.02

$66,748.21

2400

Assistant to Chief Executive Officer
Customer Service Manager (Non MLS)
Development Associate
Learning and Development Specialist
Life Skills Program Leader
Marketing & Communications Specialist
Recruiting & Staffing Associate
Transportation Supervisor
Youth Services Supervisor (Non MLS)

$49,587.07

$62,012.90

$74,441.80

2500

Applications Programmer
Business Intelligence Analyst
Database Administrator
Digital Marketing Leader
Donor Relations Manager
IT Associate Project Manager
IT Service Desk Supervisor
Leave Administrator
Maintenance Supervisor
Manager (Non MLS)
Network Administrator
Procurement Analyst
Recruiting & Staffing Specialist
Volunteer Services Manager

$55,386.33

$69,172.99

$82,961.68

Web Designer
2600

Accounting Manager
Data Architect
IT Intake Business Analyst
IT Systems Analyst
LEAN Manager
Organizational Learning and Development Manager
Manager II (Non MLS)
Marketing Manager
Payroll & Benefits Manager
Public Services Project Manager
Senior Project Manager

$61,777.26

$77,221.57

$92,665.89

2700

Financial Planning & Analysis Manager
IT Compliance Administrator
IT Systems Analyst Manager
IT Vendor and Procurement Administrator
Operations Manager/Custodial, Maint, Trans
Procurement Manager
Risk & Business Process Manager
Senior Human Resources Consultant
Senior Systems Engineer

$68,879.20

$86,098.49

$103,318.79

2800

IT Project Manager
Manager 2020 Vision

$76,927.79

$96,158.71

$115,390.66

2900

IT Mgr of Infrastructure Services

$85,802.66

$107,281.88

$128,763.15

3000

Data Analytics & Insights Director
Director of Development & Affinity
Director of Collection Services
Director of Finance
Director of Human Resources
Director of Marketing
Director of Property Management
Director of Safety & Security
Director of Strategic Initiatives & Advocacy
PS Director
Senior Director of IT

$96,571.85

$120,715.58

$144,827.68

3100

Open

$104,856.08

$131,070.61

$157,286.16

3200

Open

$113,850.31

$142,314.16

$170,778.01

3300

Chief Administrative Officer
Chief Community Engagement Officer
Chief Customer Experience Officer
Chief Financial Officer/Fiscal Officer

$133,733.07

$167,166.85

$200,600.63

2019 MLS EXEMPT SALARY RANGE SCHEDULE
Effective 1/1/2019

Range#

Job Title

Minimum

Mid-Point

Maximum

40ML

Librarian
Librarian (NE)
Librarian, Collection Services
Selector, Collection Services

$46,746.09

$58,461.94

$70,179.82

41ML

Digitization and Special Collection Specialist
Librarian II, Subject Specialist
Youth Services Supervisor

$50,772.42

$63,434.92

$76,097.42

42ML

Catalog/Serials Manager
Information Services Manager
School Delivery & Senior Services Manager
Selection/Acquisitions Manager
Youth Services Manager

$55,030.32

$68,819.01

$82,606.68

43ML

Manager
Young Minds Program Leader

$59,766.64

$74,678.47

$89,590.29

44ML

Manager II

$64,853.88

$81,068.37

$97,281.84

45ML

Open

$68,988.35

$86,234.16

$103,479.97

47ML

Open

$81,304.02

$101,660.11

$122,017.23

Appendix F – Current CML Job Descriptions
CML Employee Compensation Study
RFP Number: CML #19-028

<Blank>
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Job Description
Catalog & Serials Manager
JOB TITLE
DEPARTMENT Public Services/ Collection Services
REPORTS TO Collection Services Manager

FLSA STATUS
PAY RANGE
EFFECTIVE DATE

Exempt
42ML
6/19/2016

PURPOSE OF JOB
Leads and supervises the catalog and serials units in the Collection Services division. Manages
workflow and allocates staff and resources to ensure materials are cataloged and processed
within division parameters and follow national standards. Selects Library materials for specific
areas of the collection for all locations in all formats.
PRINCIPAL DUTIES AND RESPONSIBILITIES
1. Supervises staff in completing essential duties of catalog and serials operations including
cataloging library materials and ordering, maintaining and processing serials; ensures
bibliographic accuracy in the integrated library system (ILS).
2. Manages and monitors workflow. Sets work priorities, schedules and assigns work duties
and monitors timely completion of work. Establishes and monitors productivity goals.
Coordinates workflow with division manager and other unit managers.
3. Trains staff on job duties including applying and intepreting policies, procedures and best
practices.
4. Develops, coaches and manages staff. Responsible for hiring, training and evaluating. Sets
individual performance measurements for staff and holds them accountable.
5. Utilizes professional experience, reports and other online and print resources to select
Library materials in all formats. Ensures that the Library’s collections and displays meet and
respond to community needs, Library strategy and tactical plan objectives, new formats, etc.
6. Addresses concerns of Public Services staff and resolves problems.
7. Prepares and manages the Digital Downloads Consortium budget and other budgets as
assigned.
8. Represents Collection Services/CML on internal projects and committees, the Central
Library Consortium, Digital Downloads, and on other external organizations as requested.
9. Serves as primary contact for Digital Downloads Consortium members. Meets with vendors
or member libraries, reviews new product offerings, communicates with staff or member
libraries and negotiates pricing.
10. Keeps abreast of developments within the profession and provides ongoing training on
current cataloging or eBook trends, cataloging best practices and new technologies to
Collection Services and Public Services staff.
QUALIFICATIONS AND REQUIREMENTS
1. Masters of Library Science Degree from an ALA accredited institution of higher learning.
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2. Three to five years’ experience as a professional librarian. Knowledge of library and
Technical Services principles and procedures.
3. Ability to make sound decisions within stated guidelines.
4. Ability to use appropriate judgment in handling information and records.
5. Ability to work independently with limited direction.
6. Ability to interact effectively with staff, customers and vendor representatives
7. Ability to express self effectively and concisely, both orally and in writing.
8. Travels frequently within Franklin County (rarely travels within or out of state) requiring
driver’s license and personal vehicle in order to respond to both planned and unplanned job
demands; may drive weekly.
TECHNOLOGY SKILLS
ILS (currently Polaris), Microsoft Outlook, Microsoft Word, Microsoft Excel, Microsoft
PowerPoint. Other related software applications include: vendor software
WORKING CONDITIONS AND PHYSICAL DEMANDS
The work environment involves everyday risks or discomforts that require normal safety
precautions typical of such places as offices, meeting and training rooms, libraries, and
residences or commercial vehicles (e.g., use of safe workplace practices with office equipment,
avoidance of trips and falls, observance of fire regulations and traffic signals, and/or working in
moderate outdoor weather conditions).
Work requires minimal demand for physical effort.
DISCLAIMER
The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job. Additional job
duties are to be performed as needed or assigned. Reasonable accommodations may be made to
enable qualified individuals with disabilities to perform the essential functions of this job, unless
doing so will cause undue hardship on the operations of the Library.

2

IT Systems Analyst Manager

JOB TITLE
DEPARTMENT
REPORTS TO

Job Description
FLSA STATUS
EXEMPT
PAY RANGE
2700
EFFECTIVE DATE
1/7/2019

IT SYSTEMS ANALYST MANAGER

INFORMATION TECHNOLOGY
SENIOR DIRECTOR OF IT

PURPOSE OF JOB
The purpose of this role will be to ensure that enterprise application environments are supported, developed, and
meet business needs and specifications. The IT department of the Columbus Metropolitan Library is responsible for
the planning of business applications through selection, operation, refresh, migration, and optimization. The Systems
Analyst Manager has specific responsibility for building or configuring, maintaining, enhancing, and eventually
decommissioning applications. This role will also participate in the leadership and management of information
technology to help envision future directions; make efficient use of resources; set high, achievable goals for services
and operations.
PRINCIPAL DUTIES AND RESPONSIBILITIES
1. Guides the overall direction, strategy, and management of the Systems Analyst team, its processes and portfolio
of work.
2. Must have in-depth knowledge and experience of the following: Financial accounting and reporting practices
applicable to applications, costs and risks; IT contracts and their likely cost implications; Data processing,
Development and implementation of processes and policies.
3. Develops productive relationships with business leaders across the organization to influence how applications
can enable new sources of value.
4. Manages relationships with major vendors and service providers to ensure they, cost-effectively, meet the needs
of the organization.
5. Works with stakeholders to accomplish application work in a way that improves the business and technical
fitness of the application portfolio and minimizes its ongoing support costs.
6. Works with the IT Management team to ensure that the organization's applications are effectively secured and
that risks are mitigated.
7. Exercises high levels of personal integrity when conducting the professional affairs of the organization and
dealing with sensitive and confidential data relating to risks and costs.
8. Leads, enables and motivates teams by providing advice and guidance to effectively move work forward.
9. Applies understanding of strategic business objectives and drives results toward those objectives.
10. Collaborates, builds relationships and influences individuals at all levels (as well as external vendors and service
providers) to ensure that roles are identified and coordinated.
11. Applies strong organizational skills, performs under pressure and manages multiple priorities with competing
demands for resources.
12. Supervises staff; ensures that staff is empowered to work creatively and participate productively in interdepartmental teams.
13. Applies strong analytical, data processing and problem-solving skills to all aspects of work.
14. Coordinates staff resources to meet strategic goals, provides performance and developmental feedback, retains
and disciplines staff as appropriate, resolves interpersonal/teamwork issues and oversee training and
development of staff.
15. Provides analytical advice and direction for application to positively impact business operations. Monitors all
aspects of project development, including managing budgets and conducting long range planning.
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IT Systems Analyst Manager

QUALIFICATIONS AND REQUIREMENTS
1. Bachelor Degree in Computer Science or a related area with equivalent work experience. Minimum of 4+ years
of hands on experience of Application Development & Support as a Project Lead or Team Lead.
2. Ability to be a persuasive leader who can communicate application concepts to a broad range of technical and
non-technical employees.
3. Excellent presentation/verbal/written communication skills to present technical and non-technical information
clearly and concisely to individuals of different backgrounds, technical expertise, and levels of authority.
4. Experience with vendor relationship management, contract negotiation, contract administration, IT projects or
asset management.
5. Basic understanding of accounting principles tied to procurement and a working knowledge of legal terminology
and contract law.
6. Frequent travel to all library locations. Must travel promptly in order to respond to unplanned or urgent job
demands. Driver’s license and access to a personal vehicle, as well as acceptable driving record, is strongly
preferred.
TECHNOLOGY SKILLS
Most common is Microsoft Outlook, Microsoft Word, Microsoft Excel, Microsoft PowerPoint. Other related software
applications include: Library Learning Management Applications, Financial Applications and Web Services
Applications.
WORKING CONDITIONS AND PHYSICAL DEMANDS
The work environment involves everyday risks or discomforts that require normal safety precautions typical of such
places as offices, meeting and training rooms, libraries, and residences or commercial vehicles (e.g., use of safe
workplace practices with office equipment, avoidance of trips and falls, observance of fire regulations and traffic
signals, and/or working in moderate outdoor weather conditions).
Work requires minimal demand for physical effort.
DISCLAIMER
The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills,
efforts, or working conditions associated with this job. Additional job duties are to be performed as needed or
assigned. Reasonable accommodations will be made to enable qualified individuals with disabilities to perform the
essential functions of this job, unless doing so will cause an undue hardship on the operations of the Library.
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Job Description
Lead Maintenance Technician
JOB TITLE
DEPARTMENT Property Management
REPORTS TO Maintenance Supervisor

FLSA STATUS
PAY RANGE
EFFECTIVE DATE

Non-Exempt
1500
07/13/2017

PURPOSE OF JOB
Schedule and direct a crew of Maintenance Technicians involved in one or more trade
specialties; train and provide work direction and guidance while also performing work in one or
more of the skilled trades. Performs administrative tasks, trains others and serves as backup for
Maintenance Supervisor.
PRINCIPAL DUTIES AND RESPONSIBILITIES
1. Prioritizes assignments, reviews job needs and schedules all Maintenance Techs work orders
and tasks.
2. Provides training, work direction and guidance to Maintenance Techs while performing work
in one or more of the building skilled trades.
3. Communicates daily with Maintenance Techs and Supervisors on maintenance needs, work
orders and projects.
4. Routinely communicates with Public Service staff and Administration as it relates to
maintenance needs, work orders and projects.
5. Performs administrative tasks such as completing work orders inside CML’s CMMS
database (TMA), ordering parts, tools, completing incident reports, conducting equipment
inventory checks and recording in excel.
6. Adheres to established safety practices and promotes safety in the work place.
7. Responsible for ensuring that all preventative maintenance is completed as scheduled and
completes audits on the other Maintenance Technician’s completed work orders.
8. Provides input to performance reviews; monitors work assigned to Maintenance Techs.
9. Performs HVAC maintenance. Utilizes the Building Automation System (BAS) to observe
operations and make minor corrections, troubleshoots customer complaints, and adjusts
thermostats and building schedules.
10. Completes and supervises work for the following repairs; carpentry, painting, and general
building repairs. (i.e. drywall repairs, installation of wall protection, laminate repairs,
building shelves, repairing chairs, replacing doors; repairing windows, building walls, etc.);
utilizes a variety of tools (i.e. battery powered hand tools, table saws, routers, drill presses,
etc.). Selects and uses appropriate paints, finishes, and equipment.
11. Performs advanced plumbing repairs (i.e. flush valve repairs, drain cleaning,
replacing/repairing faucets, repairing and installing garbage disposals; etc.)
12. Coordinates and performs office equipment repair, and moves.
13. Completes exterior maintenance duties including, but not limited to, snow removal, applying
ice melt, paver and concrete repairs, seasonal decorations, etc.
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14. Responds to emergency calls, including during work hours and assigned on call hours. From
time to time will be required to cover on call shifts that where not filled due to loss of
employee or other similar situations.
15. Provides coverage in other areas as assigned.
16. Any and all responsibilities of Maintenance Tech I and II.
QUALIFICATIONS AND REQUIREMENTS
1. High school or higher education.
2. Five to seven years’ of full-time experience in building maintenance, with an experienced
skill set.
3. Knowledge of Ohio Revised Code pertaining to building codes.
4. Possession of valid State of Ohio Driver's license, with an acceptable driving record and
demonstrated skill in operating a large motor vehicle.
5. Holds one of the following licenses and or certifications. Journey Plumber, EPA 608
Certification (HVAC), or Electrician’s licenses.
6. OSHA 10 safety training or equivalent.
7. Strong interpersonal and communication skills focused on an exceptional customer service
experience; experience in effectively communicating key data such as, reporting on failed or
down equipment, keeping historical equipment notes inside of CML CMMS data base.
8. Drives to all Library locations. Must have immediate access to personal vehicle.
TECHNOLOGY SKILLS
Commonly uses Microsoft Outlook, Word, and Excel. Regularly uses software applications such
as CMMS (WebTMA), Building Automation System, Smart phones, iPad, and other Library
related software applications.
WORKING CONDITIONS AND PHYSICAL DEMANDS
The work environment involves everyday risks or discomforts that require normal safety
precautions typical of such places as offices, maintenance shops, mechanical and electrical
rooms, libraries, and commercial vehicles (e.g., use of safe workplace practices with office
equipment, avoidance of trips and falls, observance of fire regulations and traffic signals, and/or
working in moderate outdoor weather conditions).
Work requires physical effort including lifting or handling of moderately heavy to heavy tools or
materials of 50 pounds or more.
DISCLAIMER
The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job. Additional job
duties are to be performed as needed or assigned. Reasonable accommodations may be made to
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enable qualified individuals with disabilities to perform the essential functions of this job, unless
doing so will cause undue hardship on the operations of the Library.

3

Job Description
Librarian
JOB TITLE
DEPARTMENT Public Services
REPORTS TO Manager as Assigned

FLSA STATUS
PAY RANGE
EFFECTIVE DATE

Exempt
40 ML
7/1/2016

PURPOSE OF JOB
Responsible for providing specialized training and programming functions, collection analysis,
Readers’ Advisory and in-depth reference services. Provides training and guidance to other
Public Services staff including the use of electronic resources and reference tools.
PRINCIPAL DUTIES AND RESPONSIBILITIES
1. Proactively provides a high level of customer service and assists customers through various
aspects of utilizing the Library, including expert level reference service in person, over the
phone, by email, instant messaging, etc.
2. Interviews, researches and answers customer questions, by locating appropriate sources of
information requiring a knowledge of the content of the collection(s), an ability to generalize
and interpret subject content and a thorough understanding of the scope, authority,
arrangement and format of various reference tools (digital and print), cataloging rules and
systems of bibliographic notation and format. Demonstrates thorough reference expertise.
3. Answers the most challenging questions referred by other reference staff.
4. Initiates the development, implementation and promotion of adult, teen, and children’s
programs to increase awareness of Library resources.
5. Provides readers’ advisory to customers (in person and virtually) using appropriate sources of
information including knowledge of the collection, the publishing industry and electronic
resources.
6. Establishes criteria for the collection and leads collection management activities based on
knowledge of the community needs, usage levels, and relevance of materials. Provides
feedback to central selectors based on analysis of the collection and its usage by the
community.
7. Promotes behaviors and activities supporting early literacy skills and the advancement of
reading.
8. Creates displays and merchandises materials.
9. Ensures that the location is neat, orderly, appealing and inviting to customers and staff.
10. Supervises staff, volunteers, volunteers and/or practicum students/interns. Sets individual
performance measurements for staff and holds them accountable as assigned.
Responsibilities include coaching, managing, hiring, orienting and evaluating assigned staff.

11. Keeps abreast of developments within the profession, provides ongoing training on current
trends, best practices and new technologies. Maintains personal skills to assure quality of
service in areas of Library collections, technology, reference, and readers’ advisory.
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12. Constructs and applies a detailed approach to training for customers and staff on the use of
Library resources, educates staff, and models the use of such resources. Training may be
one-on-one or in a classroom setting.
13. Assists with community analysis and develops plans to effectively meet community needs.
Promotes Library through community outreach.
14. Participates and presents at local, state and national conferences.
15. Assumes responsibility for the operation of the location in the absence of a manager.
16. Maintains local databases, websites, etc. May assist Information Technology staff in the
design, development, and testing of products for the website.
17. Interprets Library policies and procedures for the public.
18. Utilizes computer applications and Library equipment, maintains current knowledge of
system wide and location specific procedures, processes, policies and operations. Utilizes
email, voicemail and other Library technology to maintain open channels of communication.
19. Performs additional duties as assigned including being a project lead and/or serving on task
forces, committees, etc.
QUALIFICATIONS AND REQUIREMENTS
Master’s of Library Science Degree from ALA accredited institution of higher learning.
Ability to use appropriate judgment in handling information and records.
Ability to work independently with limited direction.
Must be able to perform duties at remote locations, provide personal transport as needed.
Acts with the customer in mind using information gained from interacting with the
customers. Meets the expectations and requirements of external and internal customers.
6. Ability to effectively present in a variety of formal settings - one on one, group, peers, direct
reports, etc. Command attention and manage group process.
7. Driver’s license and personal vehicle.
1.
2.
3.
4.
5.

TECHNOLOGY SKILLS
The following is the common technology used in this position and is not all inclusive.
Microsoft Outlook, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and other Library
related software applications.
WORKING CONDITIONS AND PHYSICAL DEMANDS
The work environment involves everyday risks or discomforts that require normal safety
precautions typical of such places as offices, meeting and training rooms, libraries, and
residences or commercial vehicles (e.g., use of safe workplace practices with office equipment,
avoidance of trips and falls, observance of fire regulations and traffic signals, and/or working in
moderate outdoor weather conditions).
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Work requires physical effort in the repetitive handling of materials or boxes and tools or
equipment of up to 30 pounds in non-strenuous work positions and/or continual standing or
walking at least 60% of the time.
DISCLAIMER
The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job. Additional job
duties are to be performed as needed or assigned. Reasonable accommodations may be made to
enable qualified individuals with disabilities to perform the essential functions of this job, unless
doing so will cause undue hardship on the operations of the Library.
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Job Description
Library Services Aide
JOB TITLE
DEPARTMENT Public Services
REPORTS TO Manager/Supervisor as Assigned

FLSA STATUS
PAY RANGE
EFFECTIVE DATE

Non-Exempt
800
6/03/2016

PURPOSE OF JOB
Promptly and accurately organizes and shelves Library materials and provides basic customer
assistance.
PRINCIPAL DUTIES AND RESPONSIBILITIES
1. Sorts and shelves Library materials and maintains shelves throughout location; including
pulling materials for processing, shelf reading for accurate order of materials, shifting
material to ensure appropriate distribution of materials, merchandising items, and
straightening items on shelves.
2. Under supervision supports location’s customer service plan by locating or retrieving
materials for customers, assisting customers with self-service public technology, supporting
the code of conduct, assisting location staff with program preparation, sharing early literacy
skills with customers, and orienting volunteers and new staff to Library Services Aide tasks.
3. Assists location staff in maintaining Library collection by pulling materials in poor condition
from the shelves, sorting materials for delivery, maintaining customer reserve shelves,
clearing materials from book drops, and assists with processing various reports which
involve searching for library materials.
4. Ensures that the location is neat, orderly, appealing and inviting to customers and staff.
5. Utilizes computer applications and Library equipment, maintains current knowledge of
system wide and location specific procedures, processes, policies and operations. Utilizes email, voicemail and other Library technology to maintain open channels of communication.
6. Performs additional duties as assigned including serving on task forces, committees, etc.
QUALIFICATIONS AND REQUIREMENTS
1. 16 years of age (work permit required for minors).
2. Ability to pass alphabetic and numeric sorting and filing test.
3. Acts with the customer in mind using information gained from interacting with the
customers. Meets the expectations and requirements of external and internal customers.
TECHNOLOGY SKILLS
The following is the common technology used in this position and is not all inclusive.
Microsoft Outlook, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and other Library
related software applications.
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WORKING CONDITIONS AND PHYSICAL DEMANDS
The work environment involves everyday risks or discomforts that require normal safety
precautions typical of such places as offices, meeting and training rooms, libraries, and
residences or commercial vehicles (e.g., use of safe workplace practices with office equipment,
avoidance of trips and falls, observance of fire regulations and traffic signals, and/or working in
moderate outdoor weather conditions).
Work requires physical effort in the repetitive handling of materials or boxes and tools or
equipment of up to 30 pounds in non-strenuous work positions and/or continual standing or
walking at least 60% of the time.
DISCLAIMER
The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job. Additional job
duties are to be performed as needed or assigned. Reasonable accommodations may be made to
enable qualified individuals with disabilities to perform the essential functions of this job, unless
doing so will cause undue hardship on the operations of the Library.
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Job Description
Materials Services Supervisor
JOB TITLE
DEPARTMENT Public Services
REPORTS TO Manager as assigned

FLSA STATUS
PAY RANGE
EFFECTIVE DATE

Exempt
2200
5/19/2017

PURPOSE OF JOB
Under general guidance of a manager, this position is responsible for leading and supervising a
team of customer service staff in order to achieve established Library strategies.
PRINCIPAL DUTIES AND RESPONSIBILITIES
1. Leads staff in completing essential duties of Library operations in the areas of materials and
customer service.
2. Responsibilities include hiring, orienting, coaching, managing and evaluating assigned team.
3. Assists with problem solving at local and system level.
4. Assumes responsibility for the operation of the location in the absence of a manager.
5. Trains staff to perform job duties and tasks including applying and interpreting policies,
procedures, and best practices.
6. Trains staff on use and troubleshooting of Library technologies and equipment.
7. Organizes and schedules team and its activities. Identifies opportunities for synergy and
integration.
8. Supervises volunteers as assigned.
9. Serves as supporting authority to staff in resolving customer disputes.
10. Assists in the delivery of services to the customer. Maintains personal skills to assure quality
of service.
11. Utilizes computer applications and Library equipment, maintains current knowledge of
system wide and location specific procedures, processes, policies and operations. Utilizes email, voicemail and other Library technology to maintain open channels of communication.
12. Performs additional duties as assigned including serving on task forces, committees, etc.
QUALIFICATIONS AND REQUIREMENTS
1. Bachelor’s Degree from an accredited college or university and one to three years’ of
experience in customer service.
2. Ability to express self effectively and concisely, both orally and in writing.
3. Ability to troubleshoot computer and office equipment.
4. Acts with the customer in mind using information gained from interacting with the
customers. Meets the expectations and requirements of external and internal customers.
5. Occasionally travels, primarily within Franklin County. Driver’s license
TECHNOLOGY SKILLS
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The following is the common technology used in this position and is not all inclusive.
Microsoft Outlook, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and other Library
related software applications.
WORKING CONDITIONS AND PHYSICAL DEMANDS
The work environment involves everyday risks or discomforts that require normal safety
precautions typical of such places as offices, meeting and training rooms, libraries, and
residences or commercial vehicles (e.g., use of safe workplace practices with office equipment,
avoidance of trips and falls, observance of fire regulations and traffic signals, and/or working in
moderate outdoor weather conditions).
Work requires physical effort in the repetitive handling of materials or boxes and tools or
equipment of up to 30 pounds in non-strenuous work positions and/or continual standing or
walking at least 60% of the time.
DISCLAIMER
The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job. Additional job
duties are to be performed as needed or assigned. Reasonable accommodations may be made to
enable qualified individuals with disabilities to perform the essential functions of this job, unless
doing so will cause undue hardship on the operations of the Library.
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Job Description
Procurement Analyst
JOB TITLE
DEPARTMENT Procurement
REPORTS TO Procurement Manager

FLSA STATUS
PAY RANGE
EFFECTIVE DATE

Exempt
2500
4/3/2015

PURPOSE OF JOB
Reporting to the Procurement Manager, responsible for the day to day operation of the
procurement function. Provides procurement support to all areas of the organization.
PRINCIPAL DUTIES AND RESPONSIBILITIES
1. Oversees staff and activities necessary to operate the Library’s procurement functions,
including competitive selection (i.e., public bid, RFP, etc.), contract management, purchase
requisitioning, disposal of surplus property and administration of the Library’s purchasing
card (p-card) program. All in compliance with CML’s policies.
2. Ensures compliance with applicable laws/regulations and reporting requirements, including
adherence to all federal, state and local legislation.
3. Serves as a relationship manager to promote/develop positive relationships between the
Library and the vendor community.
4. Researches and writes, revises and edits complex specifications for competitive selection,
including requests for proposals (RFP), request for quotations (RFQ), formal [bids],
invitations to bid (ITB) and contracts. Meets with suppliers and internal customers to ensure
full understanding of need. Provides information to staff on choices of items available for
purchase and assists with product and supplier selection.
5. Evaluate and analyses responses of suppliers to competitive opportunity. Recommends
preferred source based on results of the evaluation.
6. Negotiates contract terms and conditions for the purchase of services, supplies, products,
materials and equipment.
7. Tracks and analyzes Library contracts and expenditure patterns to recommend opportunities
for future
8. Assists in the identification of financial and operational risks; responsible for staying current
with industry changes related to technology, best practices and/or legal compliance.
9. Researches, establishes, implements, documents, maintains and/or enforces compliance with
policy, process, procedure and best practice to mitigate risk, strengthen internal controls and
ensure accurate and reliable data.
10. Communicates with internal and external customers to identify problem trends, process
inefficiencies and control weaknesses; leverages technology and/or streamlines processes to
improve the customer experience; responds to written and verbal inquiries.
11. Responsible for procurement-related year-end close process, including annual setup/configuration of multiple technology systems and the compilation of financial information
for inclusion in the Library’s Comprehensive Annual Financial Report (CAFR).
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12. When appropriate assists in the selection, development and implementation of new
technology that impacts the procurement function.
13. Develops and delivers training materials and/or presentations to others related to changes in
regulations, compliance requirements, policy, process, procedures, best practices and/or use
of technology and equipment.
14. Assists with the preparation and oversight of a variety of functional-related documents for
the purpose of documenting internal control activities, demonstrating adherence to
compliance requirements, and providing audit support; maintains required records, reports,
and files in an organized manner; maintains confidentiality guidelines.
15. Assists with and/or leads department initiatives and project teams with cross-functional,
multi-departmental impact; facilitates meetings, prepares/maintains detailed project plans and
manages deliverables in accordance with the Library’s project management philosophy.
16. Retains membership and participates in external organizations related to functional
responsibilities to maintain an advanced knowledge of industry standards and stay current
with changes in compliance requirements, technology enhancements and industry best
practices.
QUALIFICATIONS AND REQUIREMENTS
1. Bachelor’s degree in Business Administration or related discipline with concentration in
Purchasing.
2. Three plus years of progressively more responsible experience in procurement environment,
preferably government procurement.
3. Certified Professional Public Buyer (CPPB) designation at time of hire or must obtain within
3 years of employment.
4. Proven customer service focus.
5. Adept at process management; knows how to organize people and activities. Can simplify
complex processes.
6. Evidence of problem solving capabilities.
7. Strong written and verbal communication skills.
8. Driver’s license and personal vehicle.
TECHNOLOGY SKILLS
Commonly uses Microsoft Outlook, Word and Excel. Other related software applications
include accounting and reporting software. Current software used is One Solution.
WORKING CONDITIONS AND PHYSICAL DEMANDS
The work environment involves everyday risks or discomforts that require normal safety
precautions typical of such places as offices, meeting and training rooms, libraries, and
residences or commercial vehicles (e.g., use of safe workplace practices with office equipment,
avoidance of trips and falls, observance of fire regulations and traffic signals, and/or working in
moderate outdoor weather conditions).
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Work requires minimal demand for physical effort.
DISCLAIMER
The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job. Additional job
duties are to be performed as needed or assigned. Reasonable accommodations may be made to
enable qualified individuals with disabilities to perform the essential functions of this job, unless
doing so will cause undue hardship on the operations of the Library.
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Job Description
Security Officer
JOB TITLE
DEPARTMENT Security or Public Services
REPORTS TO Manager as Assigned

FLSA STATUS
PAY RANGE
EFFECTIVE DATE

Non-Exempt
1100
6/23/2017

PURPOSE OF JOB
Ensures an orderly, safe and secure environment for customers and staff; addresses disruptive or
offensive behavior and minimizes theft of Library materials. Ensures a positive customer
experience.
PRINCIPAL DUTIES AND RESPONSIBILITIES
1. Patrols buildings and grounds at regular intervals and appropriately handles observed
irregularities or problems. Monitors security video footage. Dispatches officers to areas as
needed.
2. Uses non-violent crisis intervention techniques to diplomatically confront people using
disruptive, offensive or inappropriate behavior; evicts from property as necessary.
3. Ensures a positive customer experience by greeting customers, answering directional
questions and participating in organization-wide initiatives.
4. Prevents theft of Library materials and examines contents of bags, briefcases, etc. in
situations where theft is indicated. Responds to theft detection alarm system.
5. Supports the Library S.A.F.E.T.Y. and Prepare programs. May assist with training Public
Services staff at various Library locations.
6. Responds, investigates, and reports any safety hazard, security incident, parking enforcement
or emergency.
7. Ensures that the building is secure at closing and remains until all customers and staff have
left.
8. Establishes and maintains contact with local police and safety officials. Collaborates
regarding public safety programs.
9. Files police reports as needed. With approval, files criminal charges on behalf of the Library
to include meeting with witnesses, attorneys, police, court clerks and others as part of that
process. Appears in court regarding such cases as needed.
10. Distributes access control card and Library keys with approval. Monitors the access control
systems, and conducts operational functions with it such as locking or unlocking doors.
Monitors the security video system and conducts operational functions with it such as
searching and reviewing video, and downloading video sequences or photos to disk.
Monitors and operates fire and security alarm systems.
11. Assists in emergency response drills throughout the year.
12. Maintains safety, security, first aid and other emergency preparedness paraphenalia.
13. Assists physically challenged customers entering or leaving Library facilities.
14. Renders first aid in medical emergencies. Contacts trained medical professionals as required.
15. Processes lost and found property as directed.
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16. Utilizes computer applications and Library equipment, maintains current knowledge of
system wide and location specific procedures, processes, policies and operations. Utilizes email, voicemail and other Library technology to maintain open channels of communication.
17. Performs additional duties as assigned including serving on task forces, committees, etc.
QUALIFICATIONS AND REQUIREMENTS
1. High school diploma or G.E.D.
2. Demonstrated experience or training in security, public safety, public service, corrections,
youth services or social sciences or a combination thereof.
3. Ability to communicate effectively and concisely, both orally and in writing.
4. Must be able to work a flexible schedule, including weekends and evenings, willing to carry
a cellular telephone as directed by management for response to library emergencies and
service requests. Work schedule includes rotational on-call duties.
5. Driver’s license and personal vehicle in order to respond to emergency/urgent service
requests and promptly report to varied work locations as assigned.
TECHNOLOGY SKILLS
The following is the common technology used in this position and is not all inclusive.
Microsoft Outlook, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and other Library
related software applications.
WORKING CONDITIONS AND PHYSICAL DEMANDS
The work environment involves everyday risks or discomforts that require normal safety
precautions typical of such places as offices, meeting and training rooms, libraries, and
residences or commercial vehicles (e.g., use of safe workplace practices with office equipment,
avoidance of trips and falls, observance of fire regulations and traffic signals, and/or working in
moderate outdoor weather conditions).
Work requires physical effort including lifting or handling of moderately heavy to heavy tools or
materials of 60 pounds or more.
DISCLAIMER
The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job. Additional job
duties are to be performed as needed or assigned. Reasonable accommodations may be made to
enable qualified individuals with disabilities to perform the essential functions of this job, unless
doing so will cause undue hardship on the operations of the Library.
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