
Administration and Library Services Assistant 
Ontario Colleges Library Service (OCLS) 
 
Job Type 
Full-time (30-37.5 hrs. /week) contract to March 31, 2018, with possible extension 
 
Description and Responsibilities 
OCLS invites qualified candidates to apply for this full-time contract position in the area of support 
services and administration for Ontario’s publicly funded college  libraries.   
The successful candidate will work closely with the Admin/Finance and eResources teams and take on 
tasks and projects that enhance OCLS’s ability to deliver services effectively and efficiently to the college 
libraries. The responsibilities of the position include: 
 

 Working closely with OCLS’s teams to deliver exemplary customer service and support to 
Ontario’s 24 public college libraries; 

 Providing support for the acquisition, renewal, administration, and testing and troubleshooting 
of electronic resources to ensure cost-effective, consistent, and integrated access for the 
Ontario college libraries; 

 Maintaining accurate transactional and financial information in OCLS’s electronic resource 
management system (ERMS); 

 Serving as a contact for college library staff and resource vendors in the coordination and 
promotion of eresources trials, offers, and training opportunities; 

 Assisting with time tracking and the maintenance of corporate and financial records; 
 Maintaining various internal and external web sites and tools; 
 Preparing a variety of reports in Excel for internal and external use; 
 Other tasks as assigned. 

 
Qualifications 

 Administration or Library Technician diploma or equivalent from a recognized program; 
 Demonstrated experience providing outstanding customer service; 
 Detail oriented with proven organizational and administrative skills; 
 Process oriented, including proven competence with creating and following documentation; 
 Superior knowledge and experience with Excel; 
 Excellent problem-solving and analytical abilities; 
 Strong oral and written communication skills; 
 Proven ability to work both independently and as part of a team; 
 Library experience in collections/electronic resources support, reference or technical services, 

electronic resources licensing, or vendor/partner relations would be an asset; 
 Fluency in French would be an asset; 
 Experience with Drupal or another web content management system (CMS) would be an asset. 

 
Compensation 
OCLS offers competitive compensation commensurate with qualifications and experience.  
 

Additional Information 
Ontario Colleges Library Service (OCLS) was established in January 2009 as a non-profit corporation to 
provide a suite of core and opt-in services to the libraries/learning resource centres of Ontario’s 24 



publicly funded Colleges of Applied Arts and Technology. Our offices are in Toronto, Ontario. Visit our 
website for more details: http://www.ocls.ca 
 
OCLS is an equal opportunity employer and strives to ensure that its hiring process meets the needs of 
all persons with disabilities. As such, OCLS will provide reasonable accommodation for any applicant, as 
requested during the hiring process. Off-site interviews can be arranged. 
 
Application Deadline 
Applications must be received by 4:00 pm Friday, June 16, 2017.  
 

How to Apply 

Interested and qualified candidates may apply by submitting a letter of application, current resume, and 
a list of three references via e-mail to applications@ocls.ca quoting “OCLS Position #133” in the subject 
line. Only those candidates selected for interview will be contacted. 
 

http://www.ocls.ca/

