
 

 

 

 

The Bekkum Memorial Library, located in Westby, WI seeks an energetic, dedicated, and motivated individual 

to fill an open position that will assist in our mission to “provide opportunities to learn, share, grow and play.” 

This person will play an integral role in providing patron services and coordinating exciting youth programs and 

materials.  This is your opportunity to become part of a friendly, wonderful team that positively impacts our 

community. 

 Position Title: Youth Program Coordinator 
 Reports to: Library Director 
 Schedule: 20 hours per week 
 

Summary: Carries out the development, planning, promotion and delivery of the Library’s various youth 

programs for infants through middle school, consulting with the Library Director, and with assistance 

from the Circulation Desk staff and growing volunteer group.  Establishes and maintains collaborative 

working relationships for the purpose of partnering on programs.  This position includes limited cross-

training at the circulation desk. This position will be divided 80% program coordinator, 20% patron 

services.   

Skills & Qualifications: 

 High school diploma required; related post-secondary education is a definite asset 

 Strong oral and written communication skills. 

 Previous experience in working directly with a public of all ages; work with youth is a definite asset; 
experience in library setting an asset 

 Public library user and supporter. 

 Demonstrate experience in planning and implementing children’s programming with previous program 

experience an asset 

 Ability to establish and maintain effective working relationships with staff, public, and other community 
organizations. 

 Strong organizational/planning skills; the ability to work with minimal supervision and attention to time 
management skills. 

 Strong computer skills, including technology troubleshooting and internet searching skills. 

 Ability to work within a set budget. 

 Interest in lifelong learning, professional development, and career-related learning. 

 Able to work some evenings and the occasional Saturday morning substitute. 

 Able to travel to meetings outside of library and deliver programming and materials to city day care 

providers (reimbursed mileage), requiring employee to have transportation. 

 Able to perform prolonged periods of standing or walking.  Stair climbing, reaching, pushing, stooping, 

and moderate lifting will occur frequently. 

 Manual dexterity, clear speech and acuity of vision and hearing are all necessities of the position. 



Duties & Responsibilities: 

 Use creativity, time management skills, and interest in lifelong learning to develop, present, and report 
on a wide variety of programs that align with the library’s strategic plan and mission using a variety of 
disciplines, S.T.E.A.M., fine arts and literacy. 

 Use time management skills for program preparation, set up and take down including moving chairs, 
tables, and podiums; setting up audiovisual equipment; setting out refreshments; and greeting guests, 
making introductions, and wrapping up programs. 

 Use communication skills and interpersonal skills to market the library through our website, Facebook 
page, sharing events, and marketing materials with local organizations, and media outlets; in 
partnership with the Library Director. 

 Use creativity and computer skills to create eye-catching and effective hard copy and digital marketing 

resources. 

 Use communications skills, interpersonal skills, and ability to establish and maintain collaborative 
working relationships with local businesses, organizations, artists, and co-workers to partner on the 
development and delivery of programs. 

 Use organizational skills to maintain program supplies and informs Director of needed supplies. 

 Other duties as assigned by Library Director 
 
 

Candidate will work approximately 20 hours/week at a rate of $10.00-$14.00/hour based on experience and 

education.  Would consider splitting the position to cover individual programs (PreK, ages infant through four 

and After School, grades Kindergarten through Sixth).  Excellent opportunity to expand hours in the future. 

 

The Bekkum Memorial Library is a wonderful, expanding service-oriented facility with a terrific staff and 

supportive community.  To join our friendly, helpful team, please send a resume and references to Director 

Michelle Tryggestad, via our website at www.wrlsweb.org/westby/ . Applications accepted until position is filled.  
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