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Our company is looking to fill the role of section supervisor. Please review the list
of responsibilities and qualifications. While this is our ideal list, we will consider
candidates that do not necessarily have all of the qualifications, but have sufficient
experience and talent.

Responsibilities for section supervisor

e Manages day-to-day operations and services of the Robbins Library/Koller
Collins Center, including stacks maintenance and collection services, opening
and occasionally closing responsibilities

e Responsible for knowing, interpreting and administering section,
department/division and University policies

 Participates in department-wide and division-wide planning and decision-
making

 Plans, organizes and anticipates needs for staff, equipment, for section

o Coordinates activities for the Robbins Library with other Library sections and
departments, including providing assistance to the ongoing TEAMS Middle
English Text Series project

e Works with Director and Communication Project Manager on social media
campaigns, and in promoting events and activities within the Department

e In consultation with the Director, supervises, trains, hires, evaluates and
schedules student assistants

e Maintains related records, and monitors related student budget

e Establishes and follows workflow procedures for Robbins Library to maximize
efficiency and production

e Solves complex and non-routine problems involving patrons, staff, faculty, ,
using creative approaches and independent and consistent discretion and
judgement



Minimum five (5) years engineering experience in either architectural, civil,
mechanical, or electrical

Proficient in Microsoft Project scheduling software

Must be experienced in logistic management — including inventory, cargo,
freight, and traffic management

Must be Hazardous Declaration (HAZDEC) certified

May be required to work irregular shifts to support surge operations during
inclement weather or deployment operations

Achieve the operational goals of your team, such as the electrical design
deliverables, data acquisition system and instrumentation selection, technical
reports and ultimately perform commissioning and delivery of these systems

to meet customer requirements



