
 
 
 

KALAMAZOO INSTITUTE OF ARTS 
314 S. Park Street  Kalamazoo, MI  49007 

www.kiarts.org 
 

Part Time Librarian 

Kalamazoo Institute of Arts’ Mary and Edwin Meader Fine Arts Library 

 

The KIA seeks an energetic, organized individual to support the KIA’s mission and staff through 

library resources, services and programs. The Librarian manages all aspects of KIA Library operations 

including development and maintenance of all collections and is responsible for providing excellent 

reference, information and circulation service to public, museum staff and art school faculty. 

 

Classification: Part Time Exempt 

Immediate Supervisor: Director of Museum Education 

 

Responsibilities: 

� Provide reference service with priority given to KIA staff and faculty, followed by art reference 

needs of KIA members, students and general public in that order as time permits.  

� Maintain and process all library collections including monographs, periodicals, slides, electronic 

resources, video/DVDs, exhibition and artist files ensuring up-to-date catalog and records 

according to Library of Congress/MARC standards.  

� Make additions to and withdrawals from library collections guided by Library Collection 

Development Policy and input of patrons, with priority given to KIA staff and faculty needs. 

� Oversee or perform a variety of administrative tasks including: 

⋅ Keep library cardholder database updated 

⋅ Maintain library use statistics 

⋅ Send overdue correspondence and notices 

⋅ Order library material, equipment and supplies 

⋅ Process and acknowledge book donations according to KIA and library procedures. 

⋅ Sale/disposal of withdrawn and donated materials 

� Train, schedule, supervise and assist with recruiting of volunteer and paid library assistant. 

� Promote library use through outreach, programs and materials.  

� Prepare annual budget and monitor expenses monthly. 

 

Qualifications: 

� MLS degree 

� At least two years of experience in a library setting 

� Experience with library automated systems, technology and electronic resources 

� Strong organizational and interpersonal skills 

� Excellent communication skills 

� Proven ability to work independently and supervise others 

� Knowledge of art and art history a plus 

 
--over-- 



Mission: 

To promote the creation and appreciation of the visual arts. The Kalamazoo Institute of Arts 

provides life-enriching opportunities for the people of West Michigan and beyond to experience 

and create the visual arts through its commitment to excellence for the art school, exhibitions and 

collection.  

 

Organization Information: 

The Kalamazoo Institute of Arts is an 88-year-old art school and museum and one of the region’s 

leading cultural resources. It annually presents about 15 exhibitions, about 20 types of educational 

programs, numerous events, and about 300 art classes. It also maintains a growing art collection 

and a fine arts library.  

 

The KIA’s Mary and Edwin Meader Fine Arts Library is open to the public for research and 

enjoyment. KIA members may borrow materials. The Librarian provides staff, faculty, members and 

the public with research and reference assistance. Library collections include over 10,000 books, as 

well as exhibition catalogs, DVDs and videos, art-related periodical and artist files. The library offers 

a variety of programs that help fulfill the KIA’s mission and promote use of library resources. 

 

Beginning in February 2013, the library’s public hours will be reduced from 30 to approximately 20 

hrs/week. 

 

Application procedure: 

Email resume, cover letter, and salary requirement to susane@kiarts.org. No phone calls please. 

 

Application deadline:  

February 14, 2013. For more information about the institute and library, visit www.kiarts.org. 


