Job Description
 

Job Title:                    Director
Reports to:                  Centre Region Council of Governments and 
                                    Schlow Centre Region Library Board
Starting Salary:          $70,000 - $75,000 
Status:                         Full-Time (40 hours per week)
 

Job Summary: 
The Library Director is responsible for planning, organizing, managing, and directing all phases of the Library operations in accordance with the goals, policies, and budgetary decisions of the Library Board. This position is responsible for raising the awareness and responding to the needs of the community in the area of Library services in order to provide the residents of the Centre Region with the best possible public library services. The Library Director is also responsible for working to raise funds from public and private grants, appropriations, and gifts. 
 

Education and Experience: 
· Minimum Education and Experience: Master of Library Science Degree from an American Library Association accredited school. 

· Minimum eight (8) years of public librarian experience. 

· Minimum of five (5) years supervisory experience. 

· Minimum of two (2) years budgeting experience. 

· Ability to plan, budget and implement public library services. 

· Demonstrated ability to improve library development and funding. 

· Outstanding oral and written communication skills.
 

Additional Experience Preferred:
· Advanced administrative ability to direct and manage the operation of a public library. 

· Broad understanding of modern administrative theory and practices. 
· Extensive knowledge of contemporary library principles, policies, and procedures. 

· Thorough knowledge of library resources, material, and equipment. 
· Experience in grant writing, public speaking, promotion and marketing.
 

Administration:
· Direct the Schlow Centre Region Library in accordance with State Codes and Centre Region Council of Governments (COG) articles of agreement and policies. 
· Works with the COG administration on policy and administrative issues through regular communication with the Executive Director and attendance at monthly General Forum and Agency staff meetings. 

· Attend meetings and report monthly on all services and activities pertaining to the Library operation to the Schlow Centre Region Library Board. 

· Co-Administer the Centre County Federation of Public Libraries, a federated system, made up of the Schlow Centre Region Library and the Centre County Library & Historical Museum. 

· Oversee the work of the Library as the system headquarters for the Centre County Federation of Public Libraries and as the District Center for the Central PA District. 

· Work with the Centre County Library Federation Co-administrator to coordinate and negotiate the County Coordination Plan and countywide services. 
· Promote and implement the objectives of the Library’s, Federation’s and District’s long range plans. 

· Prepare the annual budget for the use of district funds for review by the district advisory council. 
· Prepare and/or submit, all required State and Federal reports including but not limited to Technology Plans, Audit, Annual Report, Access PA and E-rate.  
 

Planning:
· Evaluate Schlow library services and recommend strategies and policies for development and planning to the Schlow Centre Region Library Board. 

· Develop with the Centre County Federation of Public Libraries Board and Co-administrator ongoing long-range plans for county-wide services. 

· Continue to update and develop the Central PA Library District’s long-range plan to address the goals defined by the district library members. 
 

Public Relations:
· Develop and implement a comprehensive marketing plan to promote library usage and financial support including programming and presentations to community groups. 

· Develop and implement partnerships with community groups, municipalities, and school districts to enhance library services. 

· Work with the Friends of the Library Board to enhance the image of the Library and attract donations. 

· Represent the Library in the media and community. 

· Work with the Centre County Federation of Public Libraries Board and Co-administrator on joint advocacy projects and funding issues. 

· Work with the district library directors on joint projects and provide leadership for this group. 
· Attend the District Consultant and System Administrator Meetings held approximately four times per year. 
· Cooperate and coordinate with the District Consultant, the District Libraries and Commonwealth Libraries Development Bureau. 

· Affiliate with local, state and national library advocates and professional organizations and attend relevant meetings and workshops. 

· Obtain the required continuing education credits as outlined in the state standards. 
Please Send Resumes To:
Cathleen M. Prosek
Assistant to the Executive Director
Centre Region Council of Governments
cprosek@crcog.net
2643 Gateway Drive, Suite 3
State College, PA 16801


 

Inquiries: 
Lisa Rives Collens 
District Consultant Librarian
Central Pennsylvania Library District
lcollens@schlowlibrary.org
211 South Allen Street
State College, PA 16801
