
ODELL PUBLIC LIBRARY DISTRICT
301 E. Richard Street, Odell, IL 60460 





Job Description

Job Title:  Library Director

Hours:  20/week - Salaried, non-exempt (considered full-time)

Reports to:  OPLD Board of Trustees

Supervision:  Other OPLD Staff and Volunteers

JOB SUMMARY:  The Library Director is responsible for management of the Odell Public Library and carrying out the OPLD policies as established by the Board of Trustees  

DUTIES:

Day to day management of the OPLD

Hire and supervise staff; assign staff duties

Be responsible for training or arranging training for staff

Performs staff evaluations and reviews

Report on OPLD activities regularly to the Board of Trustees

Review and be responsible for ordering books, materials and Collection Development
Manage memorials to the OPLD and maintain memorial records

Prepare state reports and grant requests, such as IPLAR and Per Capita 

Coordinate with RAILS staff to keep library up to date on procedures

Prepare Ordinances, Resolutions and other documents for approval by the Trustees
Collect mail or designate staff to assist with this task

Review and prepare OPLD bills for payment 

Maintain and record financials in Quick Books

Prepare budgets for review and approval by the Trustees

Prepare monthly financial reports for board meetings

Coordinate programs and events for the Library

Coordinate Summer Reading Program with staff assistance

Monitor and maintain current information on the library website

Represent the OPLD at community, area and state meetings

Participate in the Tri-County Librarians Meetings, when possible

Write press releases and do publicity for the OPLD

Be the FOIA Officer for the OPLD

Be the OMA Officer for the OPLD

Be the IMRF Authorized Agent for the OPLD

Other duties as assigned by the Board of Trustees

JOB SPECIFICATIONS:

- Library degree or experience and interest in library work

· Strong writing and organizational abilities
· Public speaking experience

· Knowledge of and desire to work with community resources

· Professionalism and integrity in appearance and conduct

· Skilled in budget planning and management experience
· Have own transportation with appropriate insurance and be willing to travel on behalf of the OPLD to trainings or meetings, as necessary
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