
 

 

Library Manager, Part-time Position 
 Virginia Allan Detloff Library 

C. G. Jung Institute of San Francisco 
 
 

The C.G. Jung Institute seeks an engaged and enthusiastic library professional to 
oversee the day-to-day operations of the Virginia Allan Detloff Library. The Library plays 
an integral role in supporting the teaching, research and scholarship of the Institute’s 
analyst members as well as its candidates and clinic interns. It also furthers the 
Institute’s educational mission through the provision of library services and resources to 
the Friends of the Institute, the general public through library memberships, and by 
welcoming outside researchers and visiting scholars. The Library is a unique scholarly 
and cultural resource, containing over 13,000 books, manuscripts, DVDs and audio 
tapes as well as special collections and archives. For more information about the 
Institute and the Library, go to: http://www.sfjung.org/about/. The Library Manager 
actively supports and upholds the Institute’s stated mission and values, and works in 
close collaboration with the Library Committee and its Chair. 
 
Essential Duties: 
 
Essential duties are not intended to be an exhaustive list of all responsibilities, but to 
summarize current practice.   
 

 Manages day-to-day library operations, budget and marketing of library programs 
and activities 

 Oversees the operation and maintenance of the Koha Integrated Library System 
(ILS) for the online catalog, circulation, cataloging, acquisitions and digitization of 
print and audio collections 

 Supervises library assistant and volunteers, as well as outside project staff as 
needed 

 Provides library orientations and reference services 

 Administers Technical Services responsibilities including materials acquisitions, 
processing and bindery functions as well as audio and document digitization 

 Selects, evaluates and manages e-resources in conjunction with Library 
Committee and Chair 

 Develops, implements and evaluates library policies and procedures  

 Creates library user guides and maintains their currency and relevance 

 Performs original and copy cataloging of materials including special collections 
and archives, coordinating with Taylor & Francis and EBSCO to keep e-book and 
e-journal records up-to-date 

 Effectively applies information technology and investigates new technologies as 
relevant to the Library’s current and future needs 

 Directs maintenance of library facility and equipment 

 Liaises with other psychology libraries (NCCPL consortium, NN/LM, Jung 
Institutes’ libraries) to facilitate interlibrary loan (ILL) 

 

http://www.sfjung.org/about/


 

 

   
Preferred Qualifications: 
 

 MLS, MSLIS or equivalent from an ALA accredited graduate program 

 Interest in the field of psychology 

 Strong computer skills including database and office software management, 
experience with library ILS systems, ability to deal with and evaluate emergent 
technologies 

 Substantive knowledge of online and print-based materials and experience 
working with library vendors and publishers 

 Familiarity with and use of best practices for scanning and digitization of print and 
audio materials 

 At least one year of experience as a supervising librarian (staff and volunteers) 

 Professional social and interpersonal communication skills and a strong service 
orientation, demonstrated capacity in working collaboratively 

 Ability to work independently and to exercise judgement, decisiveness and 
innovation in situations involving evaluation of information or project 
management  

 Prior experience with architects and planners on facility development 
 
Compensation: 
 
Salary will be dependent on qualifications and experience and will include a generous 
benefit package. There is some flexibility in scheduling; this is a 21 hour a week 
position. 
 
Application Instructions: 
 
To ensure consideration, send completed application materials to jobapp@sfjung.org by 
November 15, 2018; however, the position will remain open until filled. All application 
materials should be submitted electronically.    
 
Required application materials: 
 

1. Cover letter stating qualifications and interest. 
2. Resume 
3. Names, addresses including email and phone contact information for 3 

references. Letters of reference and/or other materials may be requested of 
top candidates. All letters will be treated as confidential. 

 

The Jung Institute provides equal employment opportunity for all applicants and employees.  
The Institute does not unlawfully discriminate on the basis of race, color, national origin, or 
ancestry; creed or religion; sex or gender identity; sexual orientation; physical disability or 
medical condition; age or veteran status.   
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