City & Borough of Wrangell



        Position Description

	Position:   Library Director
	Type: Permanent, Full-Time

	Department/Site:  Library
	FLSA:  Exempt

	Evaluated by:  Borough Manager
	Salary Grade:  24


Summary

	Ensures the efficient and effective delivery of comprehensive library services and systems by planning, directing, and integrating the operations of a central, full service library that serves the community as well as outlying areas.   Organizes, develops, and directs a Library staff engaged in customer service activities such as circulation, reference, interlibrary loan, and various technology activities.


Distinguishing Career Features

	The Library Services Director is a working management position responsible for integrating library services for the community.  Advancement to this position is appointment and compliance with the stated qualifications.


Essential Duties and Responsibilities

	· Plans, organizes, supervises, and evaluates the operations and administration of the City’s library.  Ensures that operations and administrative support are organized and delivered to optimize customer service. 

· Participates with the development and implementation of strategic plans for the library, including long-range planning, research and development of future services.  
· Develops goals and objectives, formulates services and programs to accomplish goals, allocates resources, establishes priorities, and develops and implements procedures, processes, standards, and systems to deliver service.

· Directs, monitors, and reviews the work of library employees.  Establishes standards for performance and service, hours of operation that optimize the use of approved staffing, and facility resources.  Reviews performance of assigned staff.

· Assumes a leadership role in working with and using community-based advisory boards.

· Oversees and participates in the development of the library collections.  Establishes long range goals, prepares action plans, and assigns responsibility for specific elements of the collection to the appropriate library staff.  

· Oversees and participates in library circulation and reference, performing advanced services in each area.

· Directs and participates in community promotional and education programs designed to increase patron usage of library services. 

· Participates in, and facilitates budget preparation and administration; prepares cost estimates for budget recommendations.  Researches and submits budget proposals.  Monitors and controls expenditures.

· Proposes new services and new service approaches in a Library-wide context, develops and implements strategies for integrating same into established policies and procedures.

· Develops and implements special programs and projects, contracts, and grant proposals. Participates in preparing applications and proposals for grants. Administers approved grants.

· Performs other duties as assigned that support the overall objective of the position.


Qualifications

· Knowledge and Skills

	The position requires specialized professional knowledge of the concepts, principles, techniques, and laws of public library administration.  Requires specialized knowledge of the practices and techniques for information retrieval, and library material classification and cataloging. Requires sufficient math skills to perform statistical and financial analysis.  Requires sufficient knowledge of personal computer operations to direct to access and apply common desktop productivity software, administrative databases, and special programs for library automation, and system modules including online acquisitions, serials, and reports. System technology support is required. Requires knowledge of community demographic trends that influence programs and strategic direction. Requires advanced knowledge and skill in the English language to prepare professional correspondence and reports.  Requires well-developed human relation skill to deliver talks to small groups, present ideas clearly, resolve conflict, manage and review staff performance. Experience with the TLC (The Library Corporation) automated systems is preferred. 


· Abilities

	Requires the ability to plan, coordinate, and integrate the sub-functions within the library, including, but not limited to collection development, acquisitions, reference, circulation, and special programs.  Requires the ability to develop and administer business plans and budgets.  Requires the ability to direct and perform difficult research and analysis.  Requires the ability to understand, interpret, explain and apply all policies, laws, regulations, codes, and ordinances applicable to assigned area within the City.  Requires the ability to use sound judgement when making decisions, interpretations, and in communications with others. Requires the ability to conduct performance reviews of subordinates in line with the accomplishments of the department.  Requires the ability to work cooperatively with senior citizens. Requires the ability to work as contributing member of a team, work productively and cooperatively with other teams and external customers, and convey a positive image of the City and its services.  May be required to work evenings and weekends.


· Physical Abilities

	Requires the ability to function primarily indoors in an office which can be sedentary. However, the ability to move furniture, boxes of books, and other lighter physical abilities are necessary. Requires the ability to continually and alternately move from sitting to standing to assist the public. Requires sufficient ambulatory ability to move about to office and remote locations.  Requires auditory ability to carry on audience, ordinary, and telephonic conversation.  Requires near and far visual acuity to read detailed maps, drawings, other printed material, computer screens, and observe physical layouts.  Requires manual and finger dexterity to write and to operate microcomputers and other office equipment.  Requires the ability to alternatively sit and stand for sustained periods of time to deliver presentations and perform counter work. Will occasionally ascend/descend stairs and move equipment weighing up to 40 pounds.


· Education and Experience

	The position requires a master’s degree in library science from an American Library Association accredited university or college and two years of progressively responsible library experience.  Extensive experience may substitute for some higher education.


· Licenses and Certificates

	Requires a valid driver’s license.


· Working Conditions

	Work is performed indoors where minimal safety considerations exist.


This job/class description, describes the general nature of the work performed, representative duties as well as the typical qualifications needed for acceptable performance.   It is not intended to be a complete list of all responsibilities, duties, work steps, and skills required of the job.
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