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Library Coordinator 

 Job Description 
 
The main purpose is to maintain the Master Gardener Library located in the Extension MG 
Office. The library is a reference library not a “lending’ library.  

Responsibilities 

Duties 
 

 Conduct a yearly inventory of books. Books are listed in the Library Catalog and 
stored on the computer as Library File. Inventory includes “weeding” out of out-of-
date or rarely used material. Also noted is physical condition, scope, and duplication.  

 Supplement office duties. This includes rotating the intake form binders, shredding 5 
year+ intake forms, and generally tidying up the office. 

 White binders. Most sections of the library have white binders. These hold bulletins, 
hand-outs, brochures and each publication that is “in the drawers” in the main office. 
Maintaining the index is an ongoing project. Part of this includes noting which is 
available on-line.  

 Blue Binders. These are compendiums put out by various universities. They are 
‘spendy’, so the Library doesn’t have as many as it should.  

 Newsletters. It has been traditional that the Library Committee provide book reviews 
for the newsletter.  

 Meetings. Have traditionally met on the first Monday of the month in the morning. 
Afternoons may soon prevail.  

Procedures 

 Books are purchased as needed. Also, member donations augment the inventory. As 
established in 2013 the criteria shall be 
1. Emphasis on NW books 
2. Focus onreference boos that can be used to answer research questions. 
3. Current editions (within the last 2 revisions)  
4. Preference for visual help with help for identifying plants, insects, etc.  

 Arrangement on shelves. Each sections is shelved alphabetically. Also the titles are 

alphabetical.  

 Receiving Books.  

o Stamp front page with MG Library stamp 

o Enter into master list on the computer. 
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o Print 2 copies – one for the desk, one for the drawer. 

o Tape section Label on the spine  (labels are in the Library Drawer) 

o Shelve 

o Consider for Book Look 

 Reimbursement. The Library Chair requests a budget at the yearly retreat. Book 

receipts are submitted to the Treasurer for reimbursement. 

 Door Prizes. Books that were donated and do not meet the criteria for retention are 

used for giveaways where needed.  

 
 
“As your job evolves, please note changes to your responsibilities in this document.” 


