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Lillie M. Evans Library 

Position Description
Job Title: 

Library Director
Classification: 

Exempt
Job Objective: 
Under broad policy guidance and direction from the Library Board, performs professional and administrative duties in planning, developing, implementing and directing public library services for the Lillie M. Evans Library.  These duties include but are not limited to budget preparation, evaluation of services, personnel management, collection development, community relations and facility maintenance administration.

Supervised by: 
Works under the administrative direction of the Library Board

Supervises: 

Directly supervises all employees
Interacts with: 
Library Board, staff and community

Essential Functions and Responsibilities:

· Establishes goals and measures accomplishments against the Library’s mission statement and strategic plan.

· Administers board policies, makes policy recommendations to the board, and provides staff support and information to the board.  Attends meetings of the board of trustees.

· Monitors deadlines and publication dates for district libraries; files necessary paperwork with the Peoria and Marshall Co Clerks as well as documents and reports required by the Illinois State Library.

· Supervises personnel; hires and trains employees; assigns and monitors work; evaluates personnel; disciplines employees as necessary.

· Evaluates library services and makes recommendations for improvements; works with elected officials at all levels, school officials and civic organizations to develop programs and resolve problems. 

· Administers maintenance of library facilities and equipment; works with architects and planners on facility development.

· Reviews and approves selection of all materials for purchase.

· Provides reference and reader's advisory services to patrons. 

· Participates in professional meetings, classes, conferences and workshops.

· Promotes the library within the local, regional and state communities.

· Monitors legislative developments as they pertain to libraries and makes recommendations to the board of trustees.

· Reads professional materials to update and maintain knowledge and skills.

· Accountable for all activities, programs and services.

· Performs other related duties as assigned.

Knowledge, Skills, and Abilities
· Thorough knowledge of the theories, principles, and objectives of library science.

· Thorough knowledge of library organization theories.

· Thorough knowledge of current trends and developments in the library field.

· Knowledge of management principles and practices.

· Thorough knowledge of library reference sources, print and online.

· Considerable knowledge of children’s, young adult and adult literature.

· Considerable knowledge of online automation.

· Working knowledge of public relations procedures.

· Working knowledge of budgetary and accounting processes.

· Ability to plan, organize, supervise, and evaluate the work of employees in diversified library activities.

· Broad experience in collection development and programming.

· Substantial skills related to the organization of people, processes and tools in a public library setting.

· Strong human relations and communication skills.

· Ability to establish and maintain effective and harmonious working relationships with employees, other agencies, and the general public.

· Ability to communicate effectively, verbally and in writing.

· Ability to follow written and verbal communications.

· Ability to develop and carry out program services.

· An aptitude for grant-writing and community partnerships.
· Proficiency with computer skills essential as well as knowledge of computer operating systems, hardware and software, networks, online databases and website design. 
Work Environment:

The majority of the work is performed in a general office and library environment.  This full-time position (40 hour work week) requires availability for extended hours as needed, and weekend and/or evening hours.  Periodic participation and attendance at events and training is required.  The director must be able to transport oneself to work-related meetings, workshops, conferences, etc.  Reasonable accommodations may be made to enable someone with a qualifying disability to perform essential functions of the position.
This position description is not intended to be a complete list of all responsibilities, skills or working conditions associated with this position and is subject to review and change at any time in accordance with the needs of the Lillie M. Evans Library District.

Education, Experience and Training:

· Preferred qualifications: Masters Degree from an accredited school of librarianship, or a combination of education and experience which is the equivalent of a graduate degree as evaluated by the Board of Trustees.  

· The library will consider a person who has completed a Library Technical Assistant (LTA) Certificate or related Associates Degree from an accredited institution or a Bachelor’s Degree from an accredited program with a minimum of five years experience as a librarian in an increasingly responsible supervisory and/or administrative position. 

