
Services & Support Associate – Virtual Reference 
Ontario Colleges Library Service (OCLS) 

 
Job Type 
Full-time (37.5 hrs. /week) permanent position 

 
Position Description 
Ontario Colleges Library Service (OCLS) is seeking a motivated Services & Support Associate to support 
several of OCLS’s key services and initiatives. Working closely with the OCLS Services team, you will 
provide primary operational and administrative support for the askON virtual reference service currently 
in use by 11 college libraries. The position is also responsible for supporting the Accessible Content 
ePortal (ACE) service.  
 
You will also have the opportunity to work with other OCLS services and systems. As capacity allows, 
special projects may be assigned. 
 
Key Responsibilities 

 Operation and administration of the askON virtual reference service including coordinating 
scheduling, troubleshooting, conducting operator training, developing communications and 
gathering and evaluating service data and metrics;  

 Operation and administration of the colleges’ Accessible Content ePortal (ACE) service; 

 Act as an internal accessibility resource, and represent OCLS on the college libraries’ AODA 
committee. 

 Work effectively within OCLS’s Services, and Technical teams to deliver exemplary customer 
service and support to Ontario’s 24 college libraries; 

 Work with other OCLS staff to develop tools, protocols, and services that improve efficiency 
and workflows;  

 Maintain knowledge of relevant trends and issues in accessibility, virtual reference services 
and data analysis;  

 Participate in additional services and projects as assigned. 
 
Desired Qualifications 
The qualifications listed below are highly desirable but not necessarily mandatory. You are invited to 
demonstrate how your skills, knowledge, and experience would best fit this position in your letter of 
application. 

 A recognized graduate degree from a library and information sciences program or library 
technician program; 

 1-2 years’ experience working in or with libraries (experience in an academic library or library 
consortium setting would be an asset);  

 Demonstrated interest, experience, and/or coursework in reference services (experience in a 
post-secondary reference environment would be a strong asset); 

 Familiarity with the Accessibility for Ontarians with Disabilities Act (AODA) legislation and the 
impact on post-secondary education library services; 

 Familiarity with wide range of databases, e-resources, and publicly available internet and open 
education resources; 

 Strong commitment to outstanding customer service (experience providing remote customer 
service would be an asset); 

https://www.ocls.ca/services/askontario
https://www.ocls.ca/services/ace-accessible-content-e-portal
https://www.ocls.ca/services/ace-accessible-content-e-portal


 Strong instructional and communication skills (experience with video making software would be 
an asset); 

 Strong data analysis and report writing skills; 
 Excellent problem-solving and analytical abilities; 
 Strong knowledge and experience with Excel; 
 Proven ability to work both independently and as part of a team; 
 Fluency in French would be an asset; 
 Experience with Drupal or another web content management system (CMS) would be an asset. 

 
What OCLS Offers  

 Competitive compensation; the entry level salary for this position is $53,000; 
 Learning and development opportunities; 
 Small staff working in cross-functional teams;  
 Opportunities to build relationships across the province; 
 Flexible work arrangements; 
 Comprehensive health and dental benefits; 
 CAAT Pension Plan; 
 Minimum of 3 weeks vacation per year; 
 Employee and family assistance program (EFAP). 

Join OCLS in providing quality services to Ontario’s publicly funded colleges and their libraries and 
learning resource centres. Visit our website (http://www.ocls.ca) for more details and view the OCLS 
Strategic Plan for our values, mission, and additional information.  

 
Additional Information 
OCLS respects, appreciates and encourages diversity. OCLS is also 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 Thursday, July 18, 2019. Applications are reviewed as they 
are received.  

Position Start Date 
August or early September 2019. 

How to Apply 

Interested and qualified candidates may apply by submitting a letter of application, current resume, and 
a list of three references in a single file labelled with “Your Name_#144” via e-mail to 
applications@ocls.ca quoting “Your Name - #144” in the subject line. Only those candidates selected for 
interview will be contacted. 
 
A web version of this posting can be found at:  https://www.ocls.ca/careers 

https://www.caatpension.on.ca/en/members/value-membership
http://www.ocls.ca/
https://www.ocls.ca/about-us/ocls-strategic-plan
https://www.ocls.ca/careers

