
Reddick Public Library District

JOB DESCRIPTION

TITLE:  Library Director



SALARY REVIEW:  Annually    

CLASSIFICATION:  Full-time, Exempt




REPORTS TO:  Board of Trustees 


Duties:

· Plans and coordinates the operation and administration of the library.

· Establishes rules and procedures for library operation.

· Formulates and recommends policies to the library board and interprets policies to the library staff and the public.

· Implements library goals, objectives and policies.
· Develops and communicates plans for library growth.

· Prepares required library district ordinances and legal documents.

· Supervises hiring, evaluating and termination of employees and recommends pay increases based upon staff evaluations. 
· Administers payroll information for payroll services.

· Maintains personnel records for staff.

· Assists in preparation and administration of the library’s annual budget.
· Oversees preparation of accounting and legal records for annual audit.

· Prepares for and attends monthly library board meetings.  Prepares reports of library operations for the board.  Plans and conducts regular staff meetings.

· Analyzes sources of revenue, anticipates expenditures and costs of services.

· Plans and coordinates staff training and workshops.

· Selects and screens the purchase of library materials and equipment and oversees accurate inventory of the same. 

· Administers library programs and administers library publicity of services and programs.

· Directs the overall maintenance of building and grounds.

· Fills out necessary reports for federal and state grants and funds.

· Investigates additional sources of funding.

· Attends meetings, seminars, and professional workshops.

· Establishes and maintains effective work relationships with the board of trustees, city officials, community organizations, school groups, library associates and the general public.

· Cooperates as a team member with the library staff in performing any duty essential to the achievement of efficient library operations. 

Qualifications:

· Master’s Degree, preferably in Library Science from an ALA accredited institution and at least 5 years of experience in a supervisory position.
· Thorough knowledge of the theories, principles and techniques of librarianship.
· Ability to relate to employees and handle personnel issues in a positive and responsive manner.
· Ability to exercise tact, leadership and judgment and direct, coordinate, plan and administer for quality library service to the community.
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