Assistant Director
Reports to

Reports to the Executive Director.

General Summary

JOB OBJECTIVE:

Under the supervision of the Executive Director, the Assistant Director serves as second-in-command of the Library. The Assistant Director manages all human resources responsibilities, oversees facilities maintenance and repairs, and supervises custodial staff and accounting associate. The Assistant Director also participates in preparing the annual Library budget, monthly and annual reports, and the annual audit. The Assistant Director is a member of the library’s management team and Chair of the Staff Development Committee.
Essential Functions and Responsibilities 

Performs duties of Executive Director in the absence of and at Executive Director’s discretion, including public relations, personnel, and budget duties;
Provides advice, direction, and interpretation of library policies, mission, values, and strategic direction;

Participates in library-wide planning and decision making as a member of the library management team;

Holds responsibility for all human resources functions, including:
Managing and maintaining all benefits for staff, including health and dental insurance, life insurance, IMRF, paid time off, and other benefits;

Participating in interviewing, orientation, and onboarding of new employees; monitoring performance evaluations and the review process for current employees; and handling termination procedures for exiting employees;

Supervises custodial staff and oversees library buildings and grounds;

Supervises accounting associate and oversees monthly accounting and payroll functions;

Prepares monthly, statistical, and special reports by collecting and analyzing pertinent data;
Improves the quality of library services through individual and general staff development by planning and implementing staff training;

Participates in professional library organizations, conferences, continuing education, and events concerned with trends, innovations, and advocacy related to library and community needs and services;

Performs other duties as required. 
Knowledge, Skills, and Abilities 

Comprehensive knowledge of the principles, practices, and techniques of library services and personnel management;

Desire and ability to serve and interact with the public and staff with friendliness, tact, and diplomacy;

Understanding of library ethics and statutes; an ability to use discretion when dealing with sensitive or confidential subjects, information, or situations; and good judgment in managing difficult situations;

Ability to establish and maintain effective working relationships with staff members, vendors, technicians, government officials and staff, and the general public;

Ability to work well under pressure, delegate work effectively, set own priorities for work to be done, and meet deadlines;

Ability to plan, organize, and administer a department;
Desire to continually learn and grow for the benefit of the library, the community, and self;

Excellent written and oral communication skills;
Thorough knowledge of community and political wants, needs, processes and procedures that affect the public services offered by the library;
Ability to travel to off-site locations for meetings, conferences, continuing education, or other activities;

Skill in public speaking and presentations; 

Skill in leadership, motivation, and coordination of the work of others; 

Ability to understand, give, and follow oral and/or written policies, procedures and instructions.
Physical and Mental Requirements

Administers work typically sitting in an office, with occasional walking, light lifting and other limited physical activities. Frequent sustained operation of office equipment is required.

Regular contact is made with staff members, vendors, technicians, government officials and staff, and the general public. 
The job mostly occurs in the library buildings, but may also occur off-site.
Essential Physical Abilities:

Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable accommodation, which permits the employee to communicate effectively; 

Sufficient vision or other powers of observation, with or without reasonable accommodation, which permits the employee to produce and review a wide variety of technical and training materials, written correspondence, reports and related materials in both electronic and hard copy form.
Sufficient manual dexterity, with or without reasonable accommodation, which permits the employee to operate a computer. 

Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which permits the employee to monitor and supervise library operations at both locations and to attend library system, village, community, and public meetings at various locations.

Self motivation, a professional attitude, and a sense of commitment are necessary. 

Ability to work with the public.

Tools and Equipment Used

Computer and other office equipment as required.

Education, Experience, and Training

MINIMUM QUALIFICATIONS:

Master of Library Science degree from ALA-accredited library school is required.  Minimum of three years of library experience.  Supervisory experience at a departmental level required.
Additional Qualifications

NECESSARY SPECIAL QUALIFICATIONS:

    A police criminal history record check and credit check are required.

Disclaimers:

The statements contained in this job description reflect general details as necessary to describe the principal functions of this job, the level of knowledge, and skill typically required, and the scope of responsibility.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absences or provide relief, to equalize peak work periods, or otherwise to balance the work load.

