Midlothian Public Library

Job Description


Job Title: Library Director




Reports to: Board of Trustees
FLSA: Full time, exempt
Pay Grade: 12
Position Summary:
Under the direction of the Board of Trustees, assumes overall responsibility for the development and delivery of library services and for the administration, operation, and security of the library.
Essential Duties:
· Develops the overall vision, goals and objectives of the library, integrating the ideas of the public, the Board of Trustees, and the staff. Guides short- and long-range planning efforts, including the development and implementation of strategic planning cycles.
· Oversees and evaluates the effectiveness of all aspects of day-to-day library operations, including: collection development, materials processing, patron services, programming, information technology and building management, delegating responsibilities to department managers as appropriate.
· Develops and prepares the annual budget, appropriation, and tax levy for approval by the Board of Trustees and submission to the Village. Implements and manages the approved budget, monitoring and controlling expenditures. Oversees the ongoing business operations of the library. Identifies and develops sources of non-tax revenue, including grants and gifts.
· Provides regular reports to the Board of Trustees about the status of the library and its resources, services, and usage. Attends and prepares background materials for board and board committee meetings, and provides counsel and advice on all matters that are considered. Recommends and helps formulates policy and policy changes. Executes the decisions of the board.
· Provides for the recruitment, training, supervision, evaluation, and ongoing development of staff.  Directly supervises and evaluates the performance of department managers. Directs and coordinates the efforts of the staff management team. Facilitates communication between staff in all departments.

· Provides for the development, repair, maintenance, safety, and security of the library building, property, equipment, and furnishings. Maintains an emergency response plan. 
· Develops and sustains a public information program that effectively informs the community about library services and promotes a strong library presence in Midlothian. Represents the library on occasions that require professional competence for promoting library services, programs, and goals, and for explaining policies, procedures and operations.

· Pursues and maintains contact with other community organizations and develops methods of cooperation. Establishes effective working relationships with community leaders and officials. Works with the Friends of the Library in promoting the library’s interests in the community.

· Ensures the library’s compliance with relevant federal, state, and local laws. Completes required state reports and complies with requirements for good standing in consortia and regional and state library systems. Follows best practices and standards set forth by the American Library Association and Illinois Library Associations.

· Attends conferences, workshops and meetings and reads professional literature to stay informed of trends and developments in library management, services, and technology. 
· Assumes other duties and projects as assigned. 
Qualifications: Master’s in Library Science. Minimum 4 years full time professional experience in a public library, including one year supervisory and managerial experience.
Working Conditions/Physical Requirements:

Works in an indoor office environment. 
The ability to lift 25 pounds or less; standing for long periods of time.
Core Competency Requirements:
In order to perform these duties effectively and adhere to the library’s commitment to high quality public service, the employee must possess, and will be expected to consistently exhibit, these core qualities and capabilities:

•
Competence is the ability to learn various job functions, to perform them correctly and completely, and to understand why they are necessary and how they affect library operations and other staff members.

•
Productivity is the ability to function efficiently and purposefully so as to produce the expected volume of useful work in a timely manner.

•
Initiative is the capacity to view one’s duties broadly rather than narrowly, to be a “self-starter”, to anticipate problems or needs and be resourceful in handling them, to step forward to address issues without being specifically directed to do so, and to take responsibility for thorough and effective follow-through.

•
Commitment is characterized by dedication and a sense of responsibility to co-workers and the library as well as to the job.  Committed employees can be relied on to set a good example for co-workers.  They consistently fulfill their work schedules, exhibit good work habits, meet deadlines, and go above and beyond their duties.

•
Judgment is the ability to make appropriate decisions given both the situation at hand and the employee’s position at the library, to exercise discretion where needed, and to establish priorities correctly when performing their duties.

•
Teamwork is the capacity to interact and communicate effectively with co-workers for the common good of the staff and the library.  A cooperative, non-competitive spirit, supportiveness, courtesy, and respect for the feelings, circumstances, and perspectives of others all contribute to teamwork and staff cohesiveness.  An ability to adapt to change and a willingness to accept direction and constructive criticism from a supervisor are also needed.

•
Effective Public Service and Interpersonal Contact depends on attitude, demeanor, and appearance as well as on specific skills.  Responsiveness, courtesy, helpfulness, the ability to speak and write clearly and grammatically, a neat personal appearance, and an orderly work space enhance customer satisfaction and project a positive image of the library with the public and others.

•
Professionalism includes bringing to the job a body of knowledge and expertise in the field of library and information science that is characterized by a skillful implementation of library procedures, operations and services.  It is also characterized by maintaining awareness of library trends, philosophies of service and technology as part of one’s own professional development.  This entails attending workshops and conferences, reading professional literature and pursuing other methods of continuing education.

•
Leadership is characterized by the willingness and the ability to assume responsibility. Employees who are leaders model the work habits, behaviors and attitudes expected of all library staff.  Effective leaders exhibit creative problem solving skills and the ability to grow and develop in times of change.  Department heads set the direction for their department and have the capacity to motivate and guide staff to perform to the best of their abilities.   
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