BLACK EARTH PUBLIC LIBRARY – VILLAGE OF BLACK EARTH
Position Description
	Department:    Library

	Job Title:            Library Director

	Reports to:        Library Board                                           



	Status:  At Will
	Position Type:  Full-time
	Hours:  40  Hrs/wk
	FLSA:  Exempt



	GENERAL DESCRIPTION

	Serve as chief executive officer of the library, implement library policies and projects, and provide leadership to meet goals for improving public library service to the community, as established by the Library Board of Trustees and as required by library system membership and by state of Wisconsin statutes and Dane County standards



	ESSENTIAL FUNCTIONS

	The job functions listed herein are neither exclusive nor exhaustive, but are intended to be illustrative of the types of duties and tasks the employee will likely be expected to perform on a regular basis.  The employee may be asked to perform different or additional tasks than those listed below, as the needs of the Library Board and/or the requirements of the position change. 

· Knowledge and ability to develop, oversee and provide direct services to the public such as reference and circulation services
· Knowledge and ability to develop, oversee and provide collection and acquisition tasks, such as evaluating, selecting and ordering
· Knowledge and ability to develop, oversee and provide cataloging and processing of library collections of all formats
· Knowledge and ability to develop, oversee and provide maintenance and upkeep to library web site and social media outlets
· Ability to plan and carry out library programs and projects
· Broad understanding of modern library techniques, methods and procedures as they apply to public library administration
· Ability to hire, train, supervise and discipline employees, coordinate and delegate workloads and work schedules, evaluate work performance and maintain high standards of library service
· Ability to establish and maintain effective working relationships with library trustees and library staff, library system consultants and other staff, library system member libraries, volunteer groups, city, state and county officials and their staff, the general public and community groups
· Ability to interpret statistical data, analyze information, evaluate programs and prepare clear and concise reports and recommendations
· Ability to understand, develop, interpret and enforce library policies, rules, and procedures and to update and make recommendations to the Library Board of Trustees
· Ability to guide and direct the growth and development of the library
· Ability to gain a working understanding of current and developing technologies and trends as they relate to public library operations and services
· Ability to foster and maintain positive public relations for the library within the community
· Ability to develop the library budget and manage the library's money
· Ability to maintain library facilities


	SPECIFIC LIBRARY DIRECTOR FUNCTIONS 
· Maintain financial records in an efficient and accurate manner
· Present monthly reports to the Library Board of Trustees
· Prepare the draft of the annual budget to be presented to the Library Board of Trustees, 
and assist Trustees with presentation of the adopted request for appropriation to the Black Earth Village Board
· Manage the budget throughout the year
· Prepare monthly board report, summarizing monthly activities and data
· Gather invoices on a monthly basis for all library bills whether in paper or email
· Prepare vouchers to submit to village office to pay monthly bills
· Review monthly transaction report from village to reconcile village library accounts with director’s accounting
· Communicate with library board treasurer to be able to report library board accounts to village administrator, and for auditors
· Post agenda and minutes of library board meetings on web site and agenda in the post office,  send agenda to village to have them fax to the bank and the newspaper
· Serve as a liaison between the Friends of the Library and the library board, and participate in Friends functions such as Annual Book and Bake Sale and Annual Pie Auction 
· File annual report with DPI within first 60 days of the year, and within SCLS scheduled review dates.  Collect data throughout the year for this purpose.
· Apply for grants and administer successful grants
· Weekly email update for library board and separate email update for library staff
· Work with SCLS IT department to maintain and purchase computer network equipment, PCs, software and office equipment
· Schedule annual carpet cleaning
· Attend county and system library director meetings; state and national meetings as possible
· Schedule library staff to attend appropriate continuing education
· Work with Black Earth Historical Society to maintain and develop Recollection Wisconsin digital collections and advise on archival matters, as well as shared collections and goal to provide Local History room in future library plans
· Maintain contacts at newspaper, schools and community organizations
· Serve as webmaster (using Drupal account through SCLS) and maintain Facebook page;  coordinate posting of photos and news to Instagram
· Submit graphic requests to SCLS graphic designer for print publicity of programs
· Attend meetings of the village board and community organizations and schools
· Coordinate youth services programs with Children’s Librarian, not limited to story time, Play Literacy, summer library program, early release, and library card drives
· Plan and implement programs for adults, including an adult summer library program
· Seek funding for special programs and implement grants, such as through Beyond the Page
· Collaborate with area libraries to offer programs in series, such as ongoing programs with Mazomanie Free Library
· Work on special events with the Friends of the Library
· Provide timesheets to staff for each pay period, review timesheets for payroll and submit to village office
· Ensure proper accounting of staff benefits by reviewing and keeping copies of paycheck stubs
· Review, select and order books, audio books, magazines, music, and video recordings for adults
· Evaluate and select vendors, maintain accounts and passwords
· Coordinate selection and ordering of children’s materials with Children’s Librarian
· Link materials to shared library catalog records (LINKcat) via Bibliovation, utilizing WorldCat as necessary
· Weed adult collections.  Children’s Librarian weeds children’s collections.
· Serve on committees on local and state-wide electronic collections, or stay informed about them.
· Review professional journals circulated via SCLS Professional Collection
· Prepare Strategic Plan documents and implement action items to plan for future library developments
MENTAL ABILITIES REQUIRED OF LIBRARY DIRECTOR
· Analytical Skills: identify problems and opportunities; review possible alternative courses of action before selection on; utilize information, resources available with making decisions.
· Problem-Solving Skills: develop feasible, realistic solutions to problems; recommend actions designed to prevent problems from occurring; and refer problems to the Library Board of Trustees when necessary.
· Planning and Organization Skills: Develop long-range plans to solve complex problems or take advantage of opportunities; establish systematic methods of accomplishing goals.
· Communication Skills: effectively communicate ideas and information contained in memoranda, reports and bulletins.
· Reading Ability: effectively read and understand information contained in memoranda, reports and bulletins.
· Creative Decision Making: effectively evaluate or make independent decisions based upon experience, knowledge or training.
· Mathematical Ability; calculate basic arithmetic problems with or without the aid of a calculator and/or spreadsheet software 
· Time Management: set priorities in order to meet assignment deadline.  This may sometimes mean setting aside director’s own top priorities when a staff member or patron is experiencing difficulty reaching their own goals, such that the director may have to step in to assist with staff or patron difficulties.  An example of this would be filling in for a sick staff person the day before a library board meeting and having to work extra hours in order to fulfill both the staff’s priorities and the director’s priorities simultaneously.
· Big Picture View:  ability to look beyond current day-to-day challenges to future plans and goals

[bookmark: _GoBack]GENERAL LIBRARY FUNCTIONS 
· Help patrons become lifelong library users by introducing them to the wealth of library resources and enables them to use library services effectively
· Assist patrons in locating needed resources in all formats and provides assistance for Internet usage and computer programs within the library
· Provides reader advisory and basic instruction for all ages, as requested, for print materials, electronic resources, Internet usage, and computer programs
· Provides accurate, non-judgmental responses to patrons’ informational needs. Provides help where needed and respects patron’s right to browse.
· Interprets and applies typical library search strategies.
· Informally assess the community regularly to identify community needs and preferences.
· Creates bibliographies, book reviews, web updates and press releases as necessary
· Consults with peers on library matters; this may include staff meetings, workshops, library email lists, blogs, professional gatherings and other resources.
· Handles monetary payments for damaged or lost replacements, donations, ILL, etc.
· Is able to help patrons with PCs, photocopier and printer, troubleshooting as required.
· Participates in circulation tasks, which may include checkouts, record keeping, opening and closing routines, holds, sorting mail and other tasks associated with circulating materials.
· Assists the public, on the phone, email or in person, on the use, availability and status of library materials.
· Interacts with customers and staff in a courteous and professional manner and attempts to defuse and/or resolve potentially volatile or sensitive situations to ensure quality customer service, documenting issues when necessary.
· Performs supervisory and professional duties requiring adherence to standards of accuracy, timeliness, tact and confidentiality.
· Other duties may be required





	EDUCATION AND TRAINING
Hold or be eligible for a minimum of Grade III certification. The educational requirement for Grade III certification are the successful completion of 54 semester hours, half of which must be in the liberal arts and sciences, at a college or university approved by an accrediting association of more than statewide standing, including or supplemented by the successful completion of a basic library management course for public librarians approved by the Department of Public Instruction, Division for Libraries and Community Learning.



	PHYSICAL DEMANDS AND WORK ENVIRONMENT
The physical demands and work environment characteristics described below are representative of those an employee encounters while performing the essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Work is mostly performed in an office setting; hand-eye coordination is necessary to operate computers and other office equipment.
· While performing the duties of this job, the employee is required to frequently stand and talk to hear; use hands and fingers to handle, feel or operate objects, equipment, tools or controls, and reach with hands and arms.
· The employee is occasionally required to walk, sit, climb, balance, stoop, kneel, crouch or crawl and smell.
· The employee must frequently lift or move up to 20 pounds, and occasionally lift and/or move up to 50 pounds
· Hazards are considered minor and controllable but may include exposure to human error and angry/hostile humans.
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