
 

 
 

Lititz Public Library - Community Relations Coordinator  

Position Title: Community Relations Coordinator 
25-30 hours per week.  (The position requires the staff member oversee adult 
programs, including those scheduled evenings and weekends.) 
Hourly wage:  $11.00 per hour 

Reports to: Library Director 
 

Job Function: Fulfill the library’s mission by planning, implementing and promoting cultural, 
recreational and educational programs for adults.  Demonstrate the positive value 
of the library and keep it visible to the community. 
 

Essential 
Duties: 

 Plan, coordinate and oversee adult programming.  Programming includes 
partnerships with other organizations, monthly programs such as concerts 
or hands-on, how-to programs and one-time events. (38%) 

 Update and maintain library’s website and in-house digital bulletin board 
by adding/editing content and images, taking photographs or scans and 
processing with Photoshop.  Work with Library System of Lancaster County 
IT staff as needed. (20%) 

 Coordinate publicity for all library programs, including monthly calendars, 
weekly press releases, bi-annual newsletters, posters, brochures and other 
print materials. (15%) 

 Send out information about programs, resources and other library 
activities through digital and social media, including Facebook, Constant 
Contact, Wowbrary, email, etc. (10%) 

 Coordinate meeting room rentals by community groups and scheduling of 
meeting rooms with other staff.  Keep calendar notebook organized with 
in-house programs, activities and rentals.  Provide potential renters with 
relevant paperwork. (10%) 

 In the absence of maintenance staff, help to set up meeting room with 
chairs and/or tables. (5%) 

 

Non-Essential 
Duties: 

 Performs other duties as assigned by supervisor. (2%) 
 

Authority:   Supervise Program Assistant. (Part-time staff member who assists in the 
planning and execution of monthly programs.) 

Knowledge, 
Skills, Abilities 

 Excellent writing ability - preferably can provide examples of published 
material such as press releases, blogs, articles, etc. 

 Knowledge of computer software programs for producing print and digital 
publications 

 Facility with website content management software (such as WordPress) 
and social media platforms (such as Facebook) 

 Demonstration of productivity and flexibility 

 Demonstration of positive attitude for serving the public and working as 
part of a team 

 Demonstration of strong organizational and communication skills 

 Ability to communicate the value of libraries to the community 

 Promotes belief in intellectual freedom (see attached handout) 
 



 

 
 

Educational 
Requirements: 

Bachelor’s degree desired. 
 
 

Experience 
Requirements: 

Demonstrated experience in a position(s) that required interaction and 
communication with members of the community; writing for publication; 
maintaining and updating a technology platform; planning and executing a 
program or event; being organized to assure details and deadlines are maintained 
in a timely fashion; working as part of a team. 
 

Physical 
Requirements: 

Operate a keyboard and mouse, kneel, bend, reach, stoop, stand and sit. 
Ability to individually lift 25 pounds and up to 50 pounds with the assistance of a 
co-worker. 
 
 

 


