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NEOS is a library consortium that supports members’ clients in a cost-effective manner through the sharing of people, technology, and collections.

The intent of this policy is to clarify the tasks assigned to the NEOS Manager.
Overview:
The NEOS Manager is responsible for the day to day operations of the NEOS Library Consortium, subject to the direction of the University of Alberta as employer.  It is the intention of the UofA as employer to direct the NEOS Manager in accordance with the consensus of the NEOS Member Libraries, as articulated by the Executive.  The NEOS Manager has an MLS degree, and practical library and administrative experience.

Responsibilities:
1.  Manages the operations of the NEOS Library Consortium in accordance with NEOS policies.

2.  Serves as a resource person to NEOS Member Libraries. 
3.  Facilitates Directors’ meetings:

· Takes responsibility for documentation and meeting packages

· Distributes meeting notifications and confirms attendance 

· Ensures that proxy documents are submitted

· Takes responsibility for preparing and distributing meeting minutes
4.  Facilitates communication among NEOS Member Libraries and Committees:

· Maintains the NEOS webpage 
· Maintains the NEOS listservs

· Responds to NEOS Member Library and Committee queries

· Interacts regularly with University of Alberta staff, departments and committees

5. Facilitates the work of the Executive: 

· Serves as a resource person to the Executive
· Takes responsibility for documentation and meeting packages
· Coordinates submission of Committee annual reports to the Executive and Directors
· Takes responsibility for preparing and distributing meeting minutes

· Works with the Chair to structure the work of the Executive

· Acts as liaison for the Executive with the Communications and Continuing Education Committees.
6.  Facilitates the work of NEOS Committees:

· Serves as a resource person to Committees

· Attends meetings and resolves operational problems

· Works with Continuing Education Committee on mini-conference and workshops

· Provides orientation for new Committee Chairs.
7.  Facilitates the growth of NEOS:

· Is the primary contact for potential members

· Coordinates the integration of new NEOS Member Libraries 
· Provides orientation for new Directors
8.  Administers NEOS finances:

· Prepares the budget
· Maintains contracts and agreements
· Prepares financial reports for Directors and the Executive

· Calculates annual assessments

· Prepares invoices for NEOS Members
9.  Maintains the official file of all NEOS documentation including:

· Policies, standards, and contracts 
· Minutes and archival documents
· Register of NEOS Member Libraries, including address, contact information and NEOS Director 
· Current orientation packages
10. Collects and analyses statistics that reflect and profile the activities of NEOS

11. Maintains links with other library consortia 
12.  Represents NEOS on The Alberta Library Board of Directors

· Represents consortia and associations on the TAL Executive Committee
13. Represents NEOS to external clients, groups, potential members and alliances
14. Carries out designated tasks, including those identified in the Strategic Plan, and   reports back to the Executive
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