Title:  Library Director




Webster, MA

LIBRARY DIRECTOR            REVISED as of October 3, 2019 Board of Library Trustees
Position Purpose: 
Responsible for the administrative work involving the direction of the public library functions.  Responsible for the management of the public library collection and for providing library services to patrons and community organizations. Recommends policy, initiates and manages strategic planning, and administration of library services and technology. Provides oversight of facility maintenance. Manages, directs, supervises, disciplines, hires, coaches, conducts performance evaluations for staff and trains employees. 
Essential Functions:
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)
· Manages, supervises and trains staff in all departments including library services, procedures, technology. Directs and participate in personnel actions such as hiring, terminations, assignment, evaluation, and labor relations. Establishes annual goals and reports on progress on goals to Trustees.
· Establishes work schedules and assigns areas of responsibility.
· Assists patrons in obtaining best results from use of the library.
· Prepares departmental budget and completes various local and state reports.
· Consults with the Board of Library Trustees on the budget, strategic plans, the annual report, and library policies. Meets with the Library Board of Trustees once per month to discuss policy and updates and provides statistical analysis of library functions and operations. Meets with the Town Administrator once per month at Department Head Meetings, or when needed.
· Recommends policy, is responsible for strategic plans and administration of library services, technology, and provides oversight relative to the maintenance of the facility.
· Oversees and approves expenditure of appropriations. Audits bill payments and employee time records.
· Applies for public and private grants to supplement locally appropriated funds.
· Confers with agencies, other public libraries, corporations and community groups in the development of library programs. Assists in coordinating inter-agency cooperative initiatives and efforts.
· Responsible for overall collection development of circulating, reference, historical and other library materials in various formats.
· Coordinates improvements to library technology, including planning, troubleshooting, hardware/software upgrades, and routine maintenance.
· Represents the library at meetings of the MLS network, Massachusetts Regional Library System, Massachusetts Board of Library Commissioners, and related organizations.
· Attends and participates in professional library associations and other professional organizations to remain current on developments and advancements in Library Science, public administration, and training.
· Performs routine library duties; implements Board policies; provides incident reports involving patrons
· Performs similar or related work as required, directed or as situation dictates.
Recommended Minimum Qualifications:
Education, Training and Experience:
Bachelor’s Degree and Master’s Degree in Library Science from an accredited college or university plus three (3) to five (5) years of progressive responsibility library administration experience in a public library setting. Experience with reference library tasks. Three (3) years’ experience in a supervisory capacity demonstrating the potential for performing the duties of a Library Director or any equivalent combination of education and experience. Experience with website development and maintenance is desirable and experience with library construction projects is preferred. Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this position.
Special Requirements/Licenses:
Commonwealth of Massachusetts Board of Library Commissioners Certificate of Librarianship. 
Knowledge, Ability and Skill:
Knowledge: Thorough knowledge of the principles of library science, organization, and functions. Thorough knowledge of library administration including fundamentals and budgeting. Working knowledge of modern library policies and procedures, methods, practices, and materials. Knowledge of basic reference sources and research techniques. Knowledge of database and online reference sources. Working knowledge of computers, computer applications, library system software, and the Internet, networking, troubleshooting and maintenance, as well as Web site technology. Knowledge to apply library experience, advanced education, training, and judgement along with specialized research skills to maintain a high-quality service.
Ability: Ability to communicate effectively orally, in writing, by telephone, and in e-mails with the public, public employees, with program and event vendors, the Board, other libraries and CWMARS. Ability to analyze and solve problems. Ability to develop data and recommendations influencing policy. Ability to represent the library effectively. Ability to establish and maintain effective working relationships with superiors, direct reports, subordinates, peers, associates, corporate representative, officials of other agencies, local officials, and the general public. Ability to prioritize, complete tasks and multi-task with frequent interruptions while working in a semi-private office.
Skill: Excellent customer service. Proficient oral and written communication skills for constant communications with the public which also occurs both at the circulation and reference desks. Strong organizational skills. Excellent decision-making and time management skills. Self-motivated. Above average skills in diplomacy. Proven ability to work independently. Skill in data entry. Skill to operate computer and software applications such as MUNIS billing system, CWMARS Envisionware, Microfilm, and PC Reservation System. Skill to create flyers and posters. Skill to generate work schedules. Proficient in word processing, presentation software, spreadsheet applications for creating financial and statistical spreadsheets. Skill in report generation, running digital reports; and using the Internet. Skill to assist patrons with computer software and computer operations. Skill to operate office machines including printers, fax and scanner and library equipment. 
Physical Requirements:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Work is performed in typical office/library setting; regularly able to handle, feel objects, controls, and operate tools such as computer keyboard, and telephone. This position may rarely climb or balance. This position frequently is required to lift and/or move up to 10 pounds; occasionally lift up to 30 pounds; and rarely lift up to 60 pounds. Vision and hearing are at or correctable to a normal range for close and distance vision. Tasks require viewing computer screens for extended periods of time. Some evening or weekend work may be required. 
Supervision:
Supervision Scope: This position is responsible for initiating, planning, designing, and completing programs, projects, or other work. This position performs a variety of duties which require decision making, judgement, and diplomacy. This position works independently with oversight from the Board of Library Trustees’ Chair.  
Supervision Received: Works under the administrative direction of the Board of Library Trustees and the general supervision of the Town Administrator. Work is performed fairly independently. Decisions derive from experience, advanced education, training, judgement, and generally prescribed administrative policies and precedents. 
Supervision Given: Directly supervises library staff which includes, Custodian, Library Assistant, Head of Circulation, Youth Services Librarian, and Adult Service Librarian positions. In addition, supervises library patrons.
Job Environment:
· Work is performed in a busy library work environment which ranges from quiet to moderately noisy.
· Administration involves a variety of highly specialized work tasks with many details to monitor and manage. 
· Operates computer, calculator, copier, facsimile machine, telephone, Microfiche equipment, and other standard library and office equipment.
· Makes constant contacts with the public, library staff, other town employees, state and regional library systems and networks, community groups, and private companies. Contacts are in person, by phone, on Facebook, through written correspondence, e-mail, or on websites with patrons, local officials, corporations, local community councils and groups, The Regional System associates, other town employees, and schools.
· Participates as a member of local community councils and boards.
· Has access to department’s confidential information, administrative policies and precedents. 
· Work involves identifying and resolving problems. 
· Errors in judgement could result in delay or loss of service, damage to the building, and may cause monetary losses. 
This job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 
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