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LIBRARY DIRECTOR

Department:
Administration

Sub-Department:
Library

Reports To:
City Manager

Backed Up By:  
As Assigned

Supervises:
Library Staff

Backs Up: 


Library Staff

Range: 
22





Classification: 
Full-Time/Admin. 













Overtime Exempt


JOB DESCRIPTION AND SPECIFICATIONS
GENERAL FUNCTIONS

Directs and coordinates diverse administrative and technological activities of the various library functions, including personnel, budget and finance, strategic planning, policy development and implementation, collection development and maintenance, information access, automation and information retrieval systems, reference and reader's advisory services, and facilities management in 

compliance with all applicable laws, policies, and decisions at local, state, and federal levels.

JOB FUNCTIONS AND MAJOR ACTIVITIES
1.
Supervises, directs the work and develops training opportunities for all Library employees and volunteers. Appoints and dismisses all employees under the Director’s jurisdiction as delegated by the City Manager, subject to the provisions of the Personnel Regulations. 

2.
Prepares annual budget and exercises budgetary authority within guidelines established by City administration.  Verifies receipt of grants, cash, and other donations and charges to appropriate codes; prepares bank deposits; and is responsible for petty cash requests, receipts, and disbursement of records and reports.  Prepares applications and requests for program, resources, and capital improvement grants; manages grant funds, and supervises activities to insure compliance with granting agency requirements.

3.
Anticipates and interprets community needs; analyzes and evaluates programs and services based upon community surveys; reviews state and national trends and standards relative to library and information programs, including the state's long range plan for library development, local public input, and City fiscal and policy guidelines.  

4.
Develops new programs and services for all segments of the community to meet changing needs of patrons, and implements technological advances applicable to library functions.  Responsible for planning, evaluation, implementation, and administration of integrated library system and library technologies.
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JOB DESCRIPTION AND SPECIFICATIONS...Continued

5.
Develops short and long range plans for library services, resources, programs, and capital improvement projects for review and approval of City Manager and City Council, as appropriate, and implements approved programs and projects. 

6.
Develops and recommends policies for review by Library Advisory Board (LAB), and approval of City Manager and City Council, as appropriate; implements policies; provides guidance to staff in interpretation and implementation of policies.  Resolves complaints from the public, staff, Library Advisory Board, and volunteers.

7.
Serves as reference and research specialist using print and electronic resources.
8.
Provides a quality collection that meets the needs of the community; formulates and implements selection, acquisition, de-selection, and disposal policies for library materials in all formats.  
9.
Plans and conducts or coordinates an active publicity program, including use of website, local newspapers and radio, special campaigns, displays and exhibits, brochures, newsletters and bibliographies; hosts library open houses and other programs, and utilizes other promotional techniques to promote the use, support and understanding of Library.

10.
Prepares monthly information and statistical reports to LAB, Friends of the Library and City Manager. Serves as an ex-officio member of the Library Advisory Board and as a board member of the Friends of The Homer Public Library, Inc. 
11.
Represents the Library at professional conferences and seminars, City Council meetings, and various local, borough, and state functions. Serves on professional library association boards and committees. Works with other library directors, agencies, groups, and organizations to develop and promote cooperation in the delivery of library services.  Coordinates and supervises participation in Alaska Library Network and other interlibrary cooperation programs locally, statewide, nationally, and internationally.

12. 
Oversees the Library building to insure safety, cost efficiency, and usefulness of the facility.  Regularly communicates and coordinates with building maintenance staff to ensure library environment is pleasant and the facility meets the community’s needs. Oversees maintenance of all Library property.
13.
Performs other duties as assigned by the City Manager.
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JOB DESCRIPTION AND SPECIFICATIONS...Continued

SKILLS, KNOWLEDGE AND ABILITIES
Requires a graduate degree in Library and Information Science with a minimum of five years progressively responsible professional experience in public library work, and two years supervisory experience in a library setting. Extensive knowledge of modern methods and practices of public library administration, including personnel management, collection development, budgeting and planning, grant writing and implementation, cataloging, classification, and bibliographical control of library and information resources, automated information retrieval systems, and on-line database sources. Extensive knowledge of reference and reader's advisory services, grant sources (including functions), and ability to train others to carry out the processes. Ability to maintain effective working relationships with advisory boards, city and other government officials, employees, vendors and jobbers, community groups, and the general public.  Ability to communicate effectively orally and in writing. 

DECISION MAKING RESPONSIBILITIES/AUTHORITY
Responsible for overall management of library budget, personnel, strategic planning, community relations, policy development, collections, library automation and technology, website, equipment, facilities and grounds. Develops policy at Division level.  Maximum budget authority at Division level.  Activities are a moderate source of potential liability.

SUPERVISORY AUTHORITY
Supervises staff, and coordinates supervision of all volunteers.

EXTERNAL VISIBILITY/CONTACT
High frequency of contact with key city personnel, general public, government officials, key service personnel and attendance at public meetings. 

WORKING CONDITIONS
Office environment.  Monthly evening meetings with Library Advisory Board; monthly evening meetings with Friends of the Library. Working hours may include evening and weekends.  Low frequency of exposure to hazardous working conditions in dealing with angry and confrontational members of the public. Physical abilities: required to stand, sit and walk for 3 or more hours per day, bend and stretch without limitation, lift up to 10 pounds at a time, and push a loaded book truck (with wheels) weighing up to 120 pounds. This is an Administrative Overtime Exempt Position.

