Job Description:  Library Director
Verona Public Library


Typical Responsibilities of Position

The Library Director is under the direct supervision of, and reports to, the Verona Public Library Board of Trustees (Board).  The Library Director is responsible for the operations of the library and the development and implementation of its services and programs. The Library Director assists the Board with its service strategy including but not limited to the library mission, vision, long-range planning, service direction, goals, budget preparation, and policy development.  The Library Director is responsible for managing all library resources, including human resources; organizing the acquisitions, access, storage, and control of collections; designing and implementing services and programs for users of all ages; and overseeing the maintenance and safety of the library building. The Library Director hires and supervises, or oversees the hiring and supervision of, all staff and volunteers who work in the library.

Duties/Examples of Work 
Administrative Services: 

1. Serves as the library’s executive officer. 

2. Serves as the strategic and technical adviser to the Board. 

3. Implements policies of the library as established by the Board. 

4. Prepares the draft of the annual library budget for Board discussion and approval. 

5. Represents the library in all budget planning discussions and presentations to tax funding entities and elected officials. 
6. Leads fundraising efforts for monetary donations in addition to tax funding.

7. Manages library revenues and expenditures within the library operating fund; reserve accounts; and grants, gifts, and donation funds according to the guidelines established by the Board approved budget, capital project plans, and grant or gift guidelines and maintains accurate and up-to-date records showing the status of library finances. 

8. Serves as the library liaison to the Friends of the Library and assists them in their efforts to support the library.

9. Recruits, selects, hires, supervises, evaluates, and terminates if necessary, library staff in conformity with library policy and state and federal law (and any applicable local civil service regulations and/or union contracts). 

10. Fosters staff development, training, and motivation through mutual goal setting, support, coaching, and evaluation.

11. Prepares Board meeting agendas and necessary reports in cooperation with the Board president, and notifies Board members of scheduled meetings. 

12. Prepares the state annual report for review and approval by the Board. 

13. Informs and advises the Board as to local, regional, state, and national developments in the library field.

14. Leads process improvement, project management, and change management efforts and develops procedures to maintain positive change to keep the library operations cost-effective and relevant to the community it serves.

15. Informs and advises the Board regarding library system activities that impact the library and serves as the high level library representative at library system meetings.
Collection Management:
1. Selects or directs the selection of materials for all media and all age groups, based on the library’s approved collection development policy. 

2. Supervises the cataloging, classification, and processing of library materials according to accepted standards. 

3. Represents or appoints appropriate personnel to library system collection maintenance and public access catalog committees.  

4. Ensures regular weeding schedules are developed and maintained. 

5. Annually reviews the collection development policy and makes recommendations to the Board for revisions.

6. Maintains an adequate inventory of books, periodicals, and other library materials to comply with Dane County Library Board minimum standards of operation established through County Board Resolution 298, 1999-2000.
Library Services: 

1. Provides the leadership and vision for the development and supervises the execution of an array of service programs to address the various needs of users. These might include: preparation and dissemination of bibliographies of popular topics and genre collections; tours of the library for school, daycare, and homeschooling groups; inclusion of interesting displays or exhibits of an educational or cultural nature; presentations to local organizations or groups on the benefits offered by the library; provision of story time sessions for children, and book discussion sessions; support of a summer reading program; acquisition of special materials and provision of accommodations to encourage use of the library by individuals with special needs; development of a homebound service for residents unable to visit the library.

2. Represent the library at South Central Library System meetings, Dane County Library Director’s meetings, City Department Manager meetings, and other similar professional meetings.

3. Serves on library system or state level library service committees. 

4. Oversees the efforts of the Library Marketing Team to prepare press releases and submissions to the media, website and social media posts, advertisements, and collateral creation and distribution to promote the library or announce new or special services and events at the library.
5. Explores grant opportunities available, prepares or supervises the preparation of grant applications in order to supplement local funding of library operations and development. 

6. Gathers statistics showing the types and popularity of library services and programs. 

7. Continually investigate the value, costs, and logistics of adding library services, new media, and new technologies in order to keep the library current and proactive in its service provision to the public. 

8. Conducts ongoing evaluations of existing library programs, services, and policies and submits recommendations for improvements to the Board.

Facilities Management: 
1. Oversees the care and maintenance of the library building and grounds.  Works with the City of Verona Public Works Department for assistance with building and grounds maintenance and repair issues.  When the issues are beyond their level, outside providers are hired in accordance with established bidding procedures.

2. Periodic bid acquisition and contract negotiation is required for major ongoing building and maintenance activities such as grounds maintenance, window cleaning, carpet and floor scrubbing, fire alarm monitoring, fire sprinkler inspection, HVAC maintenance, daily janitorial cleaning, etc.     

3. Regularly reviews building needs and advises the Board in its planning for future expansion, development and/or provision of automated services. 

Technical Abilities and Competencies 
1. Ability to effectively communicate ideas and information in both verbal and written form.

2. Ability to work with governing boards, community groups and elected officials, and make presentations to them.

3. Knowledge of public library philosophies, principles, and procedures which will allow effective recommendations to the Board and sound decision making when faced with a wide range of circumstances.

4. Ability to manage and supervise staff and volunteers and delegate responsibility in an effective manner.

5. Ability to read and comprehend print information, including technical, statistical, and financial information.

6. Ability to locate and retrieve library materials in a variety of formats throughout the building, as well as from remote locations through networks including the Internet.

7. Knowledge and ability to perform basic computer operations and troubleshoot problems.

8. Ability to understand an automated circulation system.
9. Ability to understand and implement instructions and directions.

10. Ability to work within a confidential environment.

11. Ability to produce and maintain accurate files and reports.

12. Ability to manage and work proficiently in an office environment, including the management and use of office equipment.
13. Ability to maintain the required Certification through necessary coursework and/or qualifying continuing education.
14. Ability to carry out assignments, duties and tasks as required by the Board.
Physical Demands of the Position and Working Conditions
Aside from travel to/from meetings, the Library Director will spend nearly 100% of his/her time in an office environment. The Library Director is required to be physically capable of performing typical office operations and the ability to lift up to 40 pounds.

Mental Requirements

1. Ability to apply technical knowledge.

2. Ability to comprehend and follow verbal and written instructions from supervisors.
3. Ability to deal with abstract and concrete variables.

4. Ability to understand abstract relationships and logic patterns.
5. Ability to interpret technical regulations, procedures, and instructions.

6. Analytical Skills: identify problems and opportunities; review possible alternative courses of action before selecting one; utilize information resources available when making decisions.

7. Communication Skills: effectively communicate ideas and information both in written and verbal form.

8. Mathematical Ability: calculate basic arithmetic problems (addition, subtraction, multiplication, division) without the aid of the calculator.  Compose and understand spreadsheets with formulae to analyze statistical data and library budgets.

9. Reading Ability: effectively read and understand English language information contained in emails, memoranda, reports, bulletins, etc.

10. Planning and Organization Skills: develop long-range plans to solve complex problems or take advantage of opportunities; establish systematic methods of measuring and accomplishing goals.

11. Decision-making: effectively evaluate or make independent decisions based upon policies, experience, knowledge, training or data.

12. Problem-solving Skills: develop feasible, realistic solutions to problems; recommend actions designed to prevent problems from occurring; and refer problems to the library director when necessary.

13. Time Management: set priorities in order to meet assignment deadlines.

14. Ability to work effectively in a constantly changing environment.

15. Ability to deal with stress from working with the public and managing staff under deadlines.
Equipment Used

Computers, calculators, telephones, copiers, scanners, fax machines, meeting presentation equipment, and other equipment typically used in libraries.

Education and Experience
1. Master’s Degree in Library Science from an accredited institution.

2. Grade 1 Wisconsin Public Librarian Certification or eligibility for required certification.

3. Three to five years of public library director experience (i.e., staff supervision, working directly with the public and governing boards) or equivalent experience.

ADDITIONAL REQUIREMENTS: Must have a valid Wisconsin driver’s license and use of a personal vehicle to perform the job when necessary.  Must have the ability to travel to/from meetings outside the library.
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