
   
 

Community Adult Learning Liaison – Literacy Services 
Full-Time, Non-Permanent Term 

 
POSITION DESCRIPTION 
 
Reporting to the Manager: Information Services, this position works with Literacy Services staff and 
relevant partner organizations to plan and deliver literacy services and collections for adults and families 
in designated populations within the community. The Liaison will also participate in volunteer 
recruitment, training and support, as well as maintaining relationships with related organizations.  
 
Specific responsibilities in the following areas will include: 
 
Adult literacy programs and services: 

 Assisting in planning, developing and evaluating literacy programs for specific groups 

 Organizing and delivering workshops and training as required. 

 Recruiting, interviewing and orienting potential volunteers. 

 Recruiting, interviewing and assessing program participants, matching students with tutors, 

and designing and monitoring student programs. 

 Providing ongoing support for tutors, students, and other volunteers. 

 Maintaining applicable policies, procedures and reporting. 

 Creating and updating print and online promotional program material, as needed. 

 Researching and maintaining an awareness of current trends and challenges using a variety 

of resources. 

 Participating in workshops and training as required, to meet grant requirements and for 

general professional development. 

 

Grants and funding: 

 Assisting in completing funding and grant applications and reports, as required. 

 Monitoring, collecting and reporting required statistics and other evaluative information.  

 Assisting in completing and maintaining evaluations, reports, and records, for external 

reporting and established best practices. 

 

Develop and maintain relationships with related organizations: 

 Participating in relevant community initiatives, projects and committees. 

 Obtaining information about related resources to share with students, volunteers and 

library staff. 
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Collection development: 

 Assisting with collection maintenance, monitoring collection use, and providing input into 

development of literacy collections. 

 Providing input and support based on subject expertise into the development of general 

library collections.   

 

Other 

 Assisting in providing support and training for staff, public, and related organizations for 

adult literacy learning, on topics related to designated target populations, and in the use of 

library resources and tools as needed. 

 Participating in library-wide committees, teams and projects. 

 Other related duties. 

 
 
QUALIFICATIONS 
 

 High school diploma. Post-secondary education or other courses or training in English language 

and literacy learning is preferred.  

 Post-secondary education, training, and related experience working with designated community 

populations is preferred. 

 TESOL (Teaching English to Speakers of Other Languages) courses or other training in English 

language and literacy learning is an asset. 

 Completion of courses or training as specified by program grant requirements. 

 Experience in training adults with a wide range of backgrounds and skills and working with 

volunteers. 

 General knowledge of public library and literacy learning materials and services. 

 Experience working or volunteering with adults or families facing barriers to accessing 

traditional literacy services or education. 

 Experience working with volunteers is an asset. 

 Ability to communicate effectively in oral and written English, supported by good listening skills. 

 Ability to exercise sound judgment that consistently supports the values and purpose of the 

Lethbridge Public Library. 

 Proficiency working with computers and basic troubleshooting skills using Microsoft Office 

applications, including MSWord. 

 Maintaining student, customer and volunteer information confidentiality, in accordance with 

privacy legislation and library policy. 

 Demonstrated commitment to learn and develop professionally. 

HOURS OF WORK 



 
75 hours bi-weekly, including evening and weekend hours. This is a grant-funded term position and will 
conclude at the end of the grant budget cycle in June, 2017.  

 
COMPENSATION 
 
Community Adult Literacy Liaison Range:  $25.14 to $27.95 hourly in accordance with the current 
Collective Agreement with CUPE Local 70 (Library Employees).  
 
Please send your cover letter and resume via email to the attention of the Executive Assistant at 
execadmin@lethlib.ca with the subject line “Community Adult Learning Liaison.”   
 
The position is open until filled; review of applications will begin Thursday, June 30, 2016.  
 
The Library thanks all interested applicants. Only those individuals selected for interviews will be 
contacted. 
 

CUPE LOCAL 70 (LIBRARY EMPLOYEES) 
 


