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LIBRARY DIRECTOR 

Basic Function:  Directs and supervises the library in collaboration with the Library Board of 

Directors. 

Duties and Responsibilities: 

Maintain library collection of materials: 

1. Select, order, catalogue and organize materials based on community needs and current 

literature reviews. 

2. Oversee collection of overdue, damaged, or lost materials. 

3. Process inner library loan request 

Carries out customer service policy: 

1. Assist individuals in locating and obtaining materials 

2. Maintain a quiet and orderly library. 

3. Furnish information on library activities, facilities, rules and service. 

4. Coordinate programs such as storytelling for children and book talks for adults. 

Administrative Duties: 

1. Attends library board meetings. 

2. Assist in preparation of budget. 

3. Attend workshops, professional meetings, and classes to earn librarian certification. 

4. Operate and maintain computer systems and office equipment. 

5. Introduce and integrate new technology into library operations. 

6. Prepare statistical reports as required by the state. 

7. Maintain contact with city officials. 

8. Develop and implement long and short-range plans. 

9. Select, supervise, and train substitute library personnel. 

10. Purchase supplies. 

11. Timely follow up to board request, i.e. correspondence, research, reports, etc. 

Housekeeping Duties: 

1. Vacuum, mop foyer, cleaning and supplying rest rooms, clean door and windows, take 

out garbage weekly, or more if needed. 

2. Dust computers, equipment and bookshelves monthly or more if needed. 

3. Maintain a neat and orderly appearance by keeping materials, etc. in their place. 

Required Knowledge, Skills, and Conduct: 

1. Comprehensive knowledge of library administration. 
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2. Possess a library management certificate or be able to earn one within two years or 

sooner of date of hire. 

3. Ability to act as liaison between the board, city, and community. 

4. Ability to organize and conduct the library in a professional manner. 

5.  Ability to speak and write effectively 

6. Basic computer literacy, including basic knowledge in excel, work, and power point. 

7. Ability to identify and serve customer needs 

8. Maintain a professional, neat, and clean appearance. 


