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ASSISTANT LIBRARY DIRECTOR
Department:
   Library






Grade:  12

Division:
   NA







Revision Date:  3/10
Appointing Authority:    Mayor





Bargaining Unit:  S
Definition:

Responsible for the day-to-day operation of the library, including coordinating the work of all divisions, in accordance with policies established by the Board of Trustees and Director of the Public Library.  Assumes the duties of the Director in his/her absence; all other related work that is logical to the position.

Requires a clear vision of the future of library services; experience in establishing goals and objectives to meet community needs; and, the ability to inspire and train staff to provide superior customer service. 

Supervision:

Works under the policy direction of the Library Board of Trustees.
Works independently under the general supervision of the Library Director.
Supervises all library employees within a collective bargaining environment, as well as library volunteers and interns.
Environment:

Duties are performed under typical library/office conditions. Operates standard library/office equipment.

Performs varied and highly responsible functions requiring extensive independent judgment and initiative within the framework of collective bargaining agreements and departmental policies. Work is reviewed through conferences, reports and evaluation of results.

Has frequent contact with employees, Trustees, Friends of GPL, town committees, state and federal agencies, outside organizations and the general public.

May have access to or town and departmental confidential information and records subject to non-disclosure or limited disclosure pursuant to statutory prescript.

Errors in judgment and administration decisions may cause an adverse impact on employee morale or public opinion; legal or financial repercussions; waste of public funds; and lower standards of library service for the town. 
Essential Functions:  (The essential functions or duties listed below are intended only as illustration of the various types of work that may be performed and are representative of those that must be met by an employee to successfully perform the essential functions of the job.  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.)
Responsible for advanced administrative and supervisory duties in the management and operation of a municipal library within a collective bargaining environment, including responsibility for organization and delivery of services, implementation of effective procedures and processes, training and supervision of staff.
Assists the Director in planning, implementing and managing library policies and services. Responsible for day-to-day operations of the library.  Supervises and supports operations of the library divisions, including Adult Services, Youth Services, Technical Services, and Information Services.  Assumes the duties of the Director in her/his absence.  Attends monthly Trustee meetings.

Assists the Director in recruitment and hiring; in evaluating the work of employees; and in confidential contract negotiations and labor relations.  Delegates and assigns duties within the Library as required.  Oversees the library’s intern and volunteer programs. 

Provides information to the public on library policies and services, either verbally or in writing, as circumstances require.  Handles policy violations and complaints when they go beyond the departmental level. 

Ensures maintenance of master personnel schedule; related forms and procedures; and updated personnel lists for emergencies, snow closings, etc.  Responsible for arranging sick, vacation coverage.
Coordinates orientation and training of new employees; and staff development and training for all personnel.  Maintains and updates library personnel procedures.  Provides assistance to division heads in finding solutions to work problems and procedures.
Assists the Director in preparing and monitoring annual budget.  Assists with budget projections for special projects or programs.  Prepares statistics and reports as requested. 
Develops and coordinates planning for adult programming and outreach activities.  Assists the Director in planning for new library services with community organizations, city government, local schools, and area libraries.  Participates with the Director in fundraising and development projects.  Advocates for library services at local, regional, and statewide meetings.  In the Director’s absence, acts as liaison to town boards and committees and represents the library at Friends and community functions. 

Responsible for library technology planning, including coordination of library and network activities; oversight of library website; monitoring technology & training needs of each library division; and outsourcing selected functions.  
Assists the Director in all areas of collection management, including: responsibility for materials selection in assigned areas; oversight of library materials expenditures; and discarding of library materials. 

Develops and participates in public relations & marketing activities, including publicity for library activities and services through written articles, graphics, oral presentations, and visual displays. 

Monitors, evaluates, and makes recommendations on grant possibilities appropriate to the library’s goals and resources. Assists the Director and/or department heads in preparing and implementing grant proposals.

Prepares policy recommendations for consideration by the Library Director.  Assists the Director in development, implementation and coordination of new services, long range plans, goals and objectives. 
Keeps informed of current trends and issues in the library field and activities of professional associations, through reading professional literature, journals and electronic media.  Participates in network, regional and state library committees to represent the needs of mid-size urban libraries.  Attends workshops and conferences that enhance relevant library skills.  

May be assigned to work at public service desks as needed. Performs other duties of similar nature and complexity as requested by the Director. 
Minimum Qualifications:

Education and Experience:
Masters Degree in Library Science from an ALA accredited program; minimum five years of experience in progressively responsible professional library work, including demonstrated successful supervisory experience.  Knowledge and understanding of key issues and trends in public libraries. Knowledge of library automation technology and how to use it to effectively improve public service. Commitment to user-centered public library service. 

Knowledge, Ability and Skill:
Ability to establish and maintain effective, cooperative, and positive working relationships with city officials, staff, volunteers, civic groups and organizations, the media and the public. Ability to work collaboratively with others, exercising tact, courtesy, and good judgment. Ability to move between tasks with patience, flexibility and ease. 
Ability to initiate ideas and projects. Ability to express ideas clearly and concisely, orally and in writing. Ability to analyze issues independently and objectively, formulate long range organizational plans and put them into operation. Ability to complete projects in a timely manner. 

Considerable understanding of technology concepts, including knowledge of computer networks and network servers; hardware and software; and website development. Interest in and awareness of emerging technologies and their applications in libraries. Ability to learn new software applications quickly. Requires proficiency in MS Office; automated network systems, preferably C/W MARS; and Internet and database searching. 
Must function independently within scope of established library policies and goals, but understand when to refer appropriate issues to Director; must exercise sound judgment in interactions with personnel and the public, and in the interpretation of policies and procedures.

Must perform all aspects of job responsibilities with honesty and integrity.

Physical Requirements: 
Varying physical effort required under typical office conditions include regular sitting, standing, talking, walking and mental concentration for extended periods; intermittent moderate effort required for tasks such as moving book carts, files, books or other library printed materials up to thirty (30) pounds. Position requires the ability to operate a keyboard and view computer screens and the ability to adjust focus and read small print; hearing ability requirements include use of the telephone and the ability to interact with co-workers, the public, and outside organizations.

Must be able to stoop, kneel, bend, reach forward and above the head; lift books and other materials; bend and extend reach for such tasks as shelving books or emptying book drop; may spend extended periods at terminal, on telephone, or operating other tools requiring eye-hand coordination and finger dexterity. 

Special Requirements: 

Requires a criminal records (CORI) check; may involve some night or weekend work for special events or activities, including Friends of Library or Library Trustee meetings.   

(This job description does not constitute an employment agreement between the employer and employee.  It is used as a guide for personnel actions and is subject to change by the employer as the needs of the employer and requirements of the job change.)
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