
 

Equipping people for a life of discipleship, ministry, and leadership in service to the church 
and community 

Library Circulation Coordinator 
Department: Academics (Library) 

Reports To: Library Director 

Classification: Staff, non-management 

Hours: Full-time: 40 hours per week, August 16 – May 15 

Term: Permanent 

Salary Range: $50,000 pro-rated (depending on experience and 
qualifications) 

Location: On-site, Abbotsford, BC 

Role Purpose 
The Library Circulation Coordinator plays a vital role in creating a welcoming, organized, and 
accessible library environment that supports student learning and academic success. This 
position oversees circulation and course reserve services, ensuring that students, faculty, 
staff, and community borrowers receive responsive and courteous assistance. Working 
closely with faculty, student employees, and the Library Director, the Coordinator contributes 
to the effective delivery of library services while maintaining operational excellence. Through 
thoughtful organization, attention to detail, and a commitment to service, this role helps 
foster an environment where learning, research, and discipleship can flourish. 

The Opportunity 
If you enjoy serving others through organization, collaboration, and meaningful relationships, 
this is an opportunity to make a lasting impact in a Christ-centred academic community. As 
the Library Circulation Coordinator, you will help shape the daily experience of students and 
faculty by overseeing essential library services, supporting access to academic resources, 
and contributing to the continuous improvement of library operations. Working alongside a 
dedicated team, you'll have the opportunity to influence procedures, mentor student 
assistants, and play an important role in advancing Columbia Bible College's mission of 
equipping students for lives of discipleship, ministry, and leadership. 

Who We're Looking For 
• We're seeking someone who combines exceptional customer service with strong 

organizational skills and a genuine desire to serve within a Christian higher education 
community. The ideal candidate will demonstrate: 

• A welcoming, approachable, and service-oriented attitude.  
• Strong organizational skills with excellent attention to detail.  
• Confidence handling multiple priorities while maintaining accuracy.  
• Excellent communication skills and the ability to navigate challenging situations with 

wisdom and professionalism.  



 

• A collaborative spirit with the ability to work effectively as part of a team.  
• A heart for Christian higher education and a commitment to Columbia Bible College's 

mission, statement of faith, and community values. 

Key Responsibilities 
Library Circulation Services 

• Coordinates, oversees, and reviews the provision of Circulation and Course Reserve 
services to ensure prompt and courteous circulation public service to students, 
faculty, staff, and community borrowers. 

• Coordinates overdue notices and checks shelves for missing and lost items, 
contacting students and community borrowers. 

• Coordinates study room bookings. 
• Provides recommendations, input, and suggestions to the team regarding 

development and implementation of policies and procedures as they relate to 
circulation and course reserve services. 

• Handles complaints and complex situations with library users. 
• Monitors implementation of circulation policies and procedures and makes 

recommendations for changes. 
• Authorizes fine waivers or reductions according to established policies and 

procedures. 
• Liaises with the Accountant regarding student overdue charges. 
• Generates monthly circulation reports. 
• Updates patron records on a continuous and annual basis. 
• Provides reference assistance to students, staff, and community borrowers. 
• Updates signs related to public services, opening hours, and technology problems 

and posts them on doors, social media, electronic info screens, and student 
newsletters. 

• Develops and maintains the Circulation Procedures manual. 
• Submits cash deposits to the Accounts Supervisor. 
• Directs and delegates work to student assistants. 

 
 
Course Reserves 

• Coordinates the Course Reserve collection to provide student access to course 
materials that are required by faculty for their courses. 

• Liaises with faculty to determine Course Reserve requirements for their courses and 
to provide clarification of Course Reserve procedures. 

• Changes the status of bibliographic records and compiles and updates the 
bibliographic list of Course Reserve items. 

• Reviews and implements Course Reserve policies and procedures and makes 
recommendations for changes. 

 
Other 

• Assists in the Cataloguing and Acquisitions area, as required. 
• Keeps abreast of new developments in the field. 
• Provides recommendations and suggestions to the team regarding general library 

services. 
• Assists with other tasks, as assigned. 



 

Our Core Values 
Columbia Bible College is shaped by four core values that guide everything we do. We seek 
team members who embody these values and who see excellence as a form of worship: 

Following Jesus Wholeheartedly: We worship Jesus Christ as the one true King and seek 
to model a life that embodies his transforming work in the world. 
Pursuing the Truth with Humility: We are curious and courageous, seeking truth, building 
trust, and bearing witness to what we believe by the power of the Holy Spirit. 
Caring for the Good and Growth of One Another: We believe people matter because they 
are created in the image of God. We invest in relationships, pursue growth, and seek to 
cultivate a Christ-centered community. 
Doing Together What Needs to Be Done: We commit to and engage in God's holistic 
mission to reconcile all things to himself; together we lean in, and together we serve. 
In all we seek to Serve with Excellence: We believe that excellence in our work honors 
God and serves those around us. We bring our best to every task, not out of perfectionism, 
but as an act of worship and stewardship. 

Professional Skills and Qualifications 

Required 
• High school diploma or equivalent 
• 2 years of experience in a library setting. 

Preferred 
• Library Technician Diploma (desirable) 
• Ability to work as part of a team 
• Attention to detail and strong organizational abilities 
• Knowledge of integrated library systems (Evergreen/Sitka desirable) 
• Excellent communication and interpersonal skills, including the ability to be 

welcoming and friendly, but also tactful and firm 
• Proficiency with Microsoft Office Suite (Excel, Word, Outlook, Teams) 
• Willingness to be flexible, as well as to grow professionally. 

Faith and Character 
All employees must be in agreement with and committed to each of the following: 

• CBC Mission Statement 
• BCMB or MCBC Confessional Statement 
• Responsibilities of Community Membership Statement 
• The Association of Biblical Higher Education (ABHE) Tenets of Faith 
• Active participation in a local Christian church 

What We Offer 
• Purpose-Driven Work: Contribute to an organization that is shaping the next 

generation of Christian leaders 



 

• Comprehensive Benefits: Extended health and dental coverage, employer-matched 
pension plan, generous tuition discounts for employees and dependents 

• Professional Development: Opportunities for growth in a college committed to 
excellence and continuous improvement 

• Christian Community: Work alongside colleagues who share your faith and values 
• Campus Amenities: Access to gym facilities, library, and cafeteria discounts 

How to Apply 
Please submit your resume and a cover letter explaining your interest in this position and 
how your experience aligns with Columbia Bible College's mission. Applications should be 
sent to: 

people@columbiabc.edu 

We thank all applicants for their interest; however, only those selected for an interview will 
be contacted. 

————————————————————————————————— 
Columbia Bible College | 2940 Clearbrook Road, Abbotsford, BC V2T 2Z8 | columbiabc.edu 
Columbia Bible College is committed to creating a diverse environment. All qualified applicants will receive 
consideration for employment consistent with our faith-based requirements. 
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