 (
CI
T
Y
 
OF
 
S
U
N
 
PR
AI
RI
E
 
J
O
B
 
DESC
R
I
P
T
I
O
N
) (
L
ib
r
a
r
y
 
Di
r
e
c
t
or
) (
DE
P
A
R
T
MENT:
 Publ
i
c
 
L
i
b
r
a
r
y
CLAS
S
I
F
IC
A
TION:
 
D
ep
a
rtment Ma
na
g
e
r
) (
RE
P
ORTS
 
T
O:
 
L
ib
r
a
r
y
 
B
o
a
rd
 
and
REVISION
 
DATE:
O
c
tober
 
24, 2006
 
Ci
t
y
 
Administrator
) (
P
A
Y
 
GR
A
DE:
 Nonuni
o
n 
Pa
y
 
G
r
a
de
 
12
) (
G
ENER
A
L
 
P
UR
P
O
S
E:
This is a man
a
g
e
ment p
o
si
t
ion r
e
sponsible for
 
pl
a
nnin
g
, o
r
ganiz
i
n
g
, 
c
oord
i
natin
g
, 
a
nd di
r
e
c
ti
n
g
 
the op
e
r
a
tions and
 
a
c
tivi
t
ies of the Sun Pr
a
irie Public
 
L
ibr
a
r
y
. The 
L
i
b
r
a
r
y
 
Dir
ec
tor
 
ensur
e
s that
 
the libr
a
r
y
 
p
a
trons
 
are
 
p
r
ovided with various 
c
ultu
r
al, recreational and 
e
d
u
c
ational info
r
mation,
 
and r
e
lat
e
d 
m
ate
r
ials. Serves as the
 
te
c
hn
i
c
a
l advi
s
or to th
e
 
F
ound
a
tion,
 
Fr
i
ends of the 
L
ibra
r
y
,
 
and
 
L
i
b
ra
r
y
 B
o
a
rd.
 
The 
i
n
c
umbent wo
r
ks und
e
r the dir
ec
tion of the
 
L
i
b
r
a
r
y
 
B
o
a
rd and rec
e
ives
 
dir
ec
tion on comp
l
ian
c
e with 
c
i
t
y
 
policies 
a
nd 
p
r
o
c
e
dur
e
s is provi
d
ed 
b
y
 
the 
A
ssistant Ci
t
y
 
Administrator
) (
E
S
S
E
N
T
IAL
 
JOB
 
F
U
N
CTIONS:
•
Or
ga
ni
z
es and
 
directs the 
a
dminis
t
ration of the s
e
rvi
c
e
s
 provi
d
ed 
b
y
 
the l
i
br
a
r
y
.
•
D
e
v
e
lops and implemen
t
s pro
ce
du
r
es to car
r
y
 
out
 
the
 
pol
i
cies of
 
the 
L
ibra
r
y
 
Bo
a
rd.
 
•
D
e
v
e
lops lo
n
g
 
te
r
m
 
g
o
a
l
s and obje
c
tives des
i
g
n
e
d
 
to ensure
 
that the 
c
om
m
uni
t
y
’s
informational 
re
qui
r
em
e
nts are
 f
ulfil
l
ed.
•
Coordinates the
 
d
e
p
a
rtment’s long-r
a
n
ge str
a
t
e
g
ic
 
planning
 
pr
o
c
e
ss.
•
Ov
e
rsees the hiri
n
g
, tr
a
i
n
ing, supervision, s
c
h
eduling
 
a
nd 
p
repari
n
g
 
of 
e
mp
lo
y
e
e wo
r
k
 
as
s
i
g
nments.
 
This in
c
lu
d
es administe
r
ing and 
e
nforcing 
c
i
t
y
 a
nd d
e
p
artm
e
ntal rules 
a
nd
 
re
g
ulations, pro
ce
d
u
r
e
s 
a
nd policies.
•
Dir
ec
ts the selection of
 
materi
a
ls for
 
all media 
a
n
d all age 
g
roups, b
a
s
ed 
o
n the
 
L
ib
r
a
r
y
’s
 
appro
ve
d 
c
oll
e
ction develop
m
ent poli
c
y
.
•
Prep
a
r
e
s 
p
roposals and 
p
ursues 
f
undi
n
g
 
f
rom oth
e
r sour
ce
s to supplement 
t
he 
c
i
t
y
 
bu
d
get.
 
•
Supervis
e
s the mainten
a
n
ce
 
of 
a
ll d
e
p
artme
n
t 
r
e
c
o
rds and files.
•
Supervis
e
s the mainten
a
n
ce
 
of the
 
l
i
b
r
a
r
y
 
building and g
r
ounds.
•
Revie
w
s the 
re
qui
r
emen
t
s of libr
a
r
y
 
patrons
 
and
 
mon
i
tors trends in the public libr
a
r
y
 
field.
 
I
n
cluding
 
the u
s
e of tec
h
nolo
g
y
 
in the d
e
p
artmen
t
.
•
Ev
a
luates the per
f
o
r
ma
nc
e of 
a
ll department pe
r
s
o
nnel.
•
W
orks as a
 
memb
e
r of a
 
consortium of 
a
utomated
 
L
ib
r
a
r
y
 
S
y
s
t
ems.
•
Attends me
e
tin
g
s of t
h
e
 
Com
m
on C
o
uncil, 
L
ib
r
a
r
y
 
Board, South Centr
a
l
 
Libr
a
r
y
 
S
y
s
te
m,
 
and the 
Da
n
e Coun
t
y
 L
i
b
r
a
r
y
 
Service 
a
s 
r
equir
e
d.
 
Provides te
c
hnic
a
l adv
i
ce and
)
 (
r
ec
ommend
a
tions on ma
t
ters pe
r
taini
n
g
 
to
 
L
ibra
r
y a
c
tivi
t
ies including
 
the m
a
na
ge
ment of
 
the
 
libra
r
y
 
trust fund.
•
Provides pro
fe
ssional as
s
is
t
an
c
e
 
to the Fri
e
nds of 
t
he
 
L
i
b
r
a
r
y
 
a
nd the
 
L
ibra
r
y
 
Foundation
 
re
ga
rdi
n
g
 
m
a
rk
e
ti
n
g
 a
nd
 
fund r
a
isi
n
g
 ac
tivities.
•
I
nt
e
r
a
cts with pe
r
sonn
e
l 
f
rom other 
c
i
t
y
 
d
e
partm
en
ts, 
t
he Sun Pr
a
irie School District, and
 
communi
t
y
 g
roup
s
 to pr
o
vide joint
 
and 
c
oordin
a
t
e
d se
r
vic
e
s.
•
Prep
a
r
e
s the
 
annu
a
l 
r
epo
r
t for the Wisconsin Department of Public
 
I
nstr
u
ction as r
e
quir
e
d
 
b
y
 
Chapter
 
43 of
 
Wisconsin 
S
tate Statutes.
•
Prep
a
r
e
s, 
p
res
e
nts, and 
i
mp
l
ements the
 a
nnual department budget 
a
nd the
 
bud
g
e
t f
o
r the
 
libra
r
y
 
trust fund.
) (
REQUIREMENTS
 
OF
 
WOR
K
:
•
 
Bac
h
elors degree from
 
an 
a
c
cr
e
dited
 
coll
e
g
e
 
or universi
t
y
 
a
nd
 
a Mast
e
r
’s
 
degr
e
e from a
 
Ameri
c
an
 
L
ib
r
a
r
y
 
Ass
o
ciation (
A
L
A)
 
ac
c
r
e
dited
 
Libr
a
r
y
 
S
c
hool; five
 
y
ears
 
of public libr
a
r
y
 
e
x
peri
e
n
ce
, includi
n
g
 
t
w
o
 
y
ears 
a
t
 
a management
 
lev
e
l, or 
a
n 
e
qui
v
alent 
c
o
mb
i
nation of
 
tr
a
ining
 a
nd
 
e
x
peri
e
nce
 
which pr
o
vides the 
f
oll
o
wing
 
knowl
e
d
g
e
, skills, and 
a
bili
t
ies.
•
Consider
a
ble kno
w
le
d
g
e
 
of the p
r
inciples, p
r
a
c
tices and methods of public libr
a
r
y
 
administration including
 
ma
r
k
e
ting fund r
a
isi
n
g
 
s
t
r
a
t
e
g
ies.
•
Consider
a
ble kno
w
le
d
g
e
 
of the p
r
inciples 
a
nd 
p
rocedur
e
s of effe
c
tive sup
er
vis
i
on and
 
mana
ge
ment.
•
Good kno
w
le
d
g
e
 
of lib
rar
y
 
r
e
c
o
rd 
s
y
stems including
 a
u
to
m
a
te
d sel
f-
s
ervice 
a
nd mat
e
r
i
al
 
handling
 
s
y
stems.
•
Good kno
w
le
d
g
e
 
of t
h
e la
w
s that
 
g
ov
e
rn munici
p
al librari
e
s includi
n
g
 
m
a
na
g
i
n
g
 
t
e
chnol
o
g
y
 
and the 
r
i
g
hts of p
r
iv
a
c
y
.
•
Good kno
w
le
d
g
e
 
of rep
o
rt w
r
iting
 a
nd statist
i
c
a
l 
t
abulation and 
re
p
o
rtin
g
.
•
 
Consider
a
ble skill in prep
a
ri
n
g 
c
le
a
r
 
and 
c
om
p
reh
e
nsive reports 
a
nd
 
ev
a
luations of public
 
libra
r
y
 
pro
g
rams and 
ac
t
i
vi
t
ies.
•
Consid
e
r
a
ble skill in providing
 
le
a
d
ership to a
 
major municipal 
f
un
c
tion.
•
Consid
e
r
a
ble skill in plannin
g
, scheduling and
 
eff
e
ctive
l
y
 
dir
ec
ti
n
g
 
the
 
work of subo
r
dinate
 
g
roups
 
and skill in selectin
g
, d
e
v
elopin
g
, motivat
i
ng
 a
nd
 
ev
a
luati
n
g
 
subordinate empl
o
y
ees.
•
Consid
e
r
a
ble skill in establishing
 a
nd maintai
n
ing
 e
ff
e
ctive wo
r
ki
n
g
 
relationship wi
t
h
 
subordinates, other
 
c
i
t
y
 
d
epartment h
e
ads, a
n
d the
 
g
e
n
er
a
l public.
•
Good skill 
i
n mainta
i
ning
 
neat and ac
c
ur
a
te 
r
e
co
r
ds.
•
Abili
t
y
 
to
 
communic
a
te effe
c
tive
l
y
, or
a
l
l
y
 
a
nd
 
in writin
g
.
) (
S
P
ECI
A
L
 
REQUIRE
ME
NTS:
Must possess a G
ra
de
 
I Wisconsin 
L
ib
r
a
r
y
 
Certi
f
ic
a
tion and me
e
t n
e
c
e
ss
a
r
y
 
r
e
quir
e
m
ents for
 
continu
a
tion of pro
fe
ssi
o
nal dev
e
lopment.
) (
WORK
 
CON
D
ITIONS
 
AND
 
P
HYSICAL
 
REQUIREMENTS:
 
 
W
ork is primari
l
y
 
p
e
r
formed 
i
ndoors.
)
 (
APPROVE
D
 
BY:
) (
L
ib
r
a
r
y
 B
oard Ch
a
ir
p
erson
D
a
te
) (
Human Resou
r
ces Director
D
a
te
) (
Ci
t
y
 
Administ
r
ator
D
a
te
) (
T
h
e
 
ab
o
v
e
 
is
 
i
nt
e
nd
ed
 
to
 
d
esc
r
i
b
e
 
t
h
e
 
g
e
n
eral
 
c
o
n
t
e
n
t
 
of
 
t
h
e
 
re
q
u
ir
e
m
e
n
t
s
 
f
or
 
t
h
e
 
pe
r
fo
r
m
a
nce
 
of
 
t
h
i
s
 
j
o
b.
 
It
 
is
 
n
ot
 
to
 
be c
o
n
s
t
r
u
e
d
 
as an
 
e
xh
a
usti
v
e
 
st
a
t
e
m
e
n
t 
o
f
 
d
u
ti
e
s, res
p
o
ns
ib
i
liti
e
s or re
q
u
ir
e
m
e
n
t
s.
)
