JOB DESCRIPTION - LIBRARY DIRECTOR

Job Summary:


The Director of the Library (Librarian) will be responsible for a variety of administrative, supervisory and clerical tasks to include but not limited to planning, organizing and implementing the collections, programs and services of the library.  This position is a non-exempt employee status.  Expected to work 30 - 40 hours per week.  Any overtime (40+ hrs.) will need to have approval by the Board of Trustees beforehand.

Accountability:


Directly accountable to the Board of Trustees, the Director will carry out the policies established by the Board of Trustees and perform regular duties independently.

Duties and Responsibilities:

· Direct all operations of the library.  Propose, implement and interpret library policies for

all staff and assign duties to the staff.

· Supervise and evaluate the performance of all staff, including volunteers, and provide guidance, assistance and training as necessary.

· Attend State library meeting and participate in other professional development activities.

· Consult with Library Board of Trustees on planning and defining future need of the library.

· Oversee the selection and general collection of books and other items and resources contained in the library.  Approve library purchase orders with final approval by the Board of Trustees.  Review books, periodicals and collections which are outdated or not used, and coordinate removal and disposition.

· Oversee maintenance of the building and property; coordinate necessary work needed with the Board of Trustees.

· Determine problem areas or areas when improved services may be introduced and take 

· Corrective action.  Supervise implementation of new programs and services.

· Plan, initiate and supervise improvements in operations, procedures and staff organization.

· Perform tasks related to the intra-library program.

· Promote the library and its programs within the community.

· Maintain a safe, comfortable and secure environment for patrons.

· File the necessary reports with the State Library system.

· Open mail, prepare manifest biweekly and submit to town for payment.

· Develop and maintain the library website, www.conantlibrary.org.

· Maintain a detailed cleaning list and job log for specific requests regarding maintenance or


jobs needing taken care of by certain staff or volunteers.

· Place advertisements in appropriate publications for job openings and events.

· When interviewing for job openings, one Board member should be present, and final approval of employee will need Board approval.

Monitor all volunteers working in or for the Library.  Monitor all donations (books, dvds, magazines, videos, collections, etc.) 

· The Director should be documenting work intentions, instructions in a "work log", as to remove any confusion or accusations of not communicating information.
