
 
 
 
 

Position: Engagement Associate 
 
FLSA: Non-Exempt 
 
Grade: Grade III 
 
Department: Engagement Services  

 

Reports To: Engagement Manager 
 

Job Summary 
 

The Engagement Associate will contribute to a variety of projects that result in connecting the Library with the community 
and regions it serves. Many of these endeavors result in face-to-face networking, seeking opportunities to do so, and 
developing an understanding of targeted audiences’ needs for services and programs that the Library can provide. 

 
Primary Duties / Responsibilities 

 
● Provides community outreach services within the community and Wayne County contractual townships and uses 

opportunities for tabling, solicitation of memberships, distribution of marketing materials, preparing and facilitating 
presentations and acts as library ambassador to promote library services. 

● Maintains awareness of current and evolving public experience through formal and informal education. 
● Strategically plans, builds, and maintains community connections through availability, proactive customer service, 

and mutually beneficial results. 
● Gather and collects data to inform strategic solutions. Gather and analyzes of data regarding the needs of various 

communities serviced by the Library* and assists in developing programming and services to meet those needs. 
● Solicits and captures feedback from the community related to current and potential library services. 
● Collects marketing research for services, programming and events that may be beneficial to the community. 
● Focus on engagement opportunities for frequently overlooked populations. 
● Attends community and civic meetings. Conducts outreach visits to local organizations and businesses. 
● Represent MRL at local fairs, festivals and other community events. 
● Attends and represents the Library at community events. 
● Supports programming and team members involved in engagement activities. 
● Prepares reports and statistics as required. 
● Assists in set up of programming events as needed. 
● Maintain awareness and knowledge of Library services, programs, and collections. 
● Provide tours of the Library facilities. 
● Present / speak at community events. 
● Attend and participate in various project and team meetings. 

 
 
 
 



Cultural Adaptations: 

• We embrace diversity, equity and inclusion in all aspects of employment and service and align our behaviors to those 
standards.  

• We serve a diverse population and embrace ourselves as problem solvers; not in assisting problem patrons.    
• Working for the library is uncomfortably exciting, as we face new challenges and opportunities for improvement 

every day.  
• We consider our guiding principles in all aspects of our work: Teamwork, Perseverance, Leadership, Compassion, 

Adaptability and Compassion.  

Mission: To connect people to information, inspiration, and infinite opportunities. 
 

Vision: Be a vibrant, vital community resource for imagination and growth. 
 
Required Skills / Abilities 

 
Customer Service: 

 
● Provide prompt, attentive, and friendly customer service in all forms of communication and interaction. 
● Seek and respond to feedback from customers to improve service. 
● Act responsively, initiate follow up and meet commitments. 

 
Teamwork: 

 
● Plan and complete job duties with minimal supervision, including appropriate judgment. 
● Collaborate with and support co-workers by helping out where needed. 
● Create and maintain positive relationships with co-workers. 
● Ask for and listen to co-workers' feedback and incorporate feedback into revised processes. 
● Participate in cross-training. 

 
Communication and Media: 

 
● Communicate ideas and thoughts clearly, accurately, and respectfully, listen to others and seek to understand 

others’ perspectives. 
● Communicate effectively in both oral and written form with customers and team members and maintain excellent 

public speaking skills. 
● Demonstrate knowledge of communication techniques and methods, including alternative ways to inform and 

educate using electronic media, including but not limited to email, and internet. 
 

Adaptability: 
 

● Willingness to take on new challenges and responsibilities with openness to change. 
● Recommend, promote and implement changes to improve engagement opportunities. 

 
Image: 

 
● Portray a positive image of the Library as a strong public ambassador; promote Library programs and services during 

customer interactions with a high degree of resourcefulness, tact, and patience, and demonstrate good judgment. 
 

 
 
 
 



Planning and Organizing: 
 

● Identify the sequence of tasks and the resources needed to achieve a goal, and prioritize key action steps. 
● Identify potential challenges and opportunities, and adjust plans based on team input. 
● Anticipate and prepare for upcoming events, ensuring adequate resources are available. 

 
Technical: 

 
● Working knowledge of Microsoft Office products, Internet navigation, and GOOGLE Workspace. 

 
Work Environment and Physical Abilities 

 
The physical demands and work environment of this position are typical of an interior / office work environment with 
limited physical effort required and no or very limited exposure to physical risk. Position requires driving, exposure to 
outside elements in some essential functions. 

 

Essential physical abilities include: 
 

● Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable 
accommodation, which permits the employee to communicate effectively. 

● Sufficient vision or other powers of observations, with or without reasonable accommodation, which 
permits close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to focus. 

● Sufficient manual dexterity with or without reasonable accommodation, which permits the employee to operate a 
personal computer and related office equipment. 

● Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which permits 
the employee to function in the context of the Engagement Associate position to include but not be limited to: 
lifting, moving, stooping, bending, reaching, pushing, pulling, lifting and carrying up to 30 pounds; prolonged 
standing and/or sitting; and the capability to travel independently. May be subject to repetitive motion. 

● Environmental conditions include those risks normally associated with the context of an office environment 
and exposure to weather conditions when/if traveling on business and/or attending outdoor community events. 
The office noise level is usually minimal. 

 
Education and Experience 
 

● Experience in networking and following leads that results in positive, mutually beneficial community and business 
partnerships. 

● Experience in public speaking, planning, and facilitating public events. 
● Significant computer and technology experience required. 
● Possession of a valid driver’s license with a satisfactory driving record. 

 
Flexibility: The role may require flexibility in terms of work hours and responsibilities, especially during peak times or for 
special events. Many of these events happen in the evening and on Saturdays. 

 
 
 
 
 
 
 
 



The position description does not constitute an employment contract or agreement between the employer and employee. 
It covers the most significant duties to be performed, however it is not designed to cover or contain a comprehensive listing 
of activities, duties or responsibilities that may be required. Duties, responsibilities and activities may change or new ones 
may be assigned at any time with or without notice. 

 
*Wayne County Contractual Townships and Communities 

 
Abington: Abington; Boston: Boston; Clay: Greens Fork; Dalton: Dalton, Franklin; Franklin: Whitewater, Bethel; Green: 
Williamsburg; Harrison: Jacksonburg; New Garden: Fountain City; Perry: Economy; Webster: Webster 

 
 
 
 

Employee Date 
 
 

Human Resources Manager Date 
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