
 

JOB TITLE:  Early Childhood Specialist 
 
DEPARTMENT:  Youth Services 
 
LOCATION:  Main Library 
 
JOB SUMMARY: The Early Childhood Specialist performs a variety of 

professional and public service duties pertaining to 
the provision of services to children birth to five and 
their caregivers.  This position serves as the authority 
and staff resource on early childhood development 
and emergent literacy. 

 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 

1. Develops and conducts outreach efforts to groups, organizations and 
institutions related to early childhood in the community by providing book 
talks, instruction on resources, tours, and information about services and 
collections, with particular emphasis on preschools and early elementary 
grades in schools. 

 
2. Serves as an advocate and staff resource on early childhood development 

and emergent literacy.  Keeps abreast of service, best practices, trends, 
issues and research in the area of early childhood development and 
emergent literacy.  

 
3. Develops, implements, conducts and evaluates programs designed for 

parents, caregivers and children from birth to age five to enhance child 
development and caregiver knowledge.  Sets library-wide guidelines for 
early childhood programming components. 

 
4. Coordinates the development and implementation of learning activities 

available to the public throughout the youth areas of both facilities. 
 

5. Develops early childhood (birth to five) handouts, bibliographies, 
eNewsletters, website promotions, social media postings and special 
publicity materials for distribution to children, parents, caregivers and 
teachers in the community. 

 
6. Responsible for the content, maintenance and enhancement of the Grow 

Up Reading website targeted for early childhood from birth to age five.  
Responsible for the preparation of the quarterly Grow Up Reading 
eNewsletter.  Creates and updates the Library’s Grow Up Reading product 
line through the writing and developing of brochures, articles and other 
informational and promotional materials. 



 

 
7. Assists librarians in collection development and maintenance in 

designated area(s) of the collection. 
 

8. Directs and oversees the provision of outreach programs to daycares and 
preschools within the community, the development of learning activities 
and caregiver cues within the youth environment at both facilities, and the 
selection and maintenance of materials to support the learning activities. 

 
9. Provides public, department and library-wide training on aspects of early 

childhood development and emergent literacy, as well as identifying and 
obtaining knowledgeable speakers and trainers as needed.  
 

10. Represents the Library on relevant committees and with collaborative 
agencies.  Participates in community partnerships and works actively with 
community agencies that work with families. 
 

11. Assists in the preparation, promotion and implementation of the Library’s 
Read to Me summer reading program. 

 
12. Under the direction of librarians, provides reference assistance to the 

public by using reference interviews to assess specific needs and then 
providing relevant, timely information.   

 
13. Under the direction of librarians, provides assistance and guidance in 

using the library resources, including the online catalog, print and media 
collections, electronic resources, the Internet, etc. 

 
14. Provides readers advisory assistance to the public, which may include the 

development and maintenance of suggested reading lists both in print 
and/or electronic format for materials relevant to early childhood from birth 
to age five. 

 
15. May perform basic circulation tasks when required for effective customer 

service. 
 

16. Exercises professional responsibility by maintaining memberships in state 
and national library organizations and other appropriate organizations; 
attending conferences and workshops, and reading professional literature. 

 
17. Contributes to a positive working environment and organizational unity by 

communicating to peers and supervisors within the library. 
 

18. Maintains positive and proactive customer service behavior at all times. 
 



 

19. Takes a leadership role in ensuring the completion of early literacy 
focused strategic plan initiatives for the department. 
 

20. Develops marketing and learning displays for the youth portal, display 
case, new book area, lobby display units (Main) and other areas within the 
library as it relates to the assigned department. 
 

21. Assumes responsibility for collection development and maintenance of the 
Library’s realia collection.  Analyzes user needs and interests to determine 
future directions of the collection.  Responsible for budget expenditures in 
other designated collection area(s) following established budget/ordering 
procedures. 

 
 
DESIRED QUALIFICATIONS: 
 

1. Bachelor’s degree in child development or Bachelor’s degree in education 
with emphasis on early childhood is required as minimum.      

 
2. 1- 2 years of experience in working with children ages birth to five years 

old, preferably in an educational or library environment. 
 

3. Demonstrated knowledge and understanding of early childhood 
development, family engagement practices and emergent literacy. 

 
4. Experience and expertise in programming, especially for parents, 

caregivers and children from birth to age five. 
 

5. Ability to deal effectively with the public in a tactful, courteous manner. 
 

6. Excellent verbal, interpersonal and written communication skills.   
 

7. Ability to work with minimal supervision. 
 

8. Experience in public speaking. 
 

9. Demonstrated ability to use office productivity software, including 
Microsoft Word, PowerPoint and Outlook. 

 
10. Strong organizational and time management skills. 

 
11. Ability to promote and maintain effective relationships with other staff and 

to work in a team environment. 
 

12. Positive service attitude. 
 



 

13. Valid Michigan driver’s license. 
 
 
PHYSICAL ACTIVITY REQUIREMENTS: 
(Degree of physical demands (strength) usually associated with the essential 
functions of the position) 
 
Light Work:  Exerting up to 20 pounds of force occasionally, and/or up to 10 
pounds of force frequently, and/or negligible amount of force constantly to move 
objects.  Light Work usually requires walking or standing to a significant degree.  
The type of physical demands usually associated with the essential functions of 
this classification are:  stooping kneeling, crouching, reaching overhead and 
horizontally, handling, fingering, feeling, talking, hearing and seeing. 
 
 
REPORTING RELATIONSHIPS: 
 
This position reports to the Coordinator of Youth Services.   
 
There are no day-to-day supervisory responsibilities assigned to this position; 
however, will direct the work of the department  pages and volunteers as needed. 
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