Position Description
Requires:  Master of Science degree in Library Science from an ALA accredited college or university and at least eight years of public librarianship experience, with a minimum of five years of demonstrated responsible administrative experience.  
Salary Range: $55,000-$60,000
Medical and Fringe Benefits package
Job Title:  Library Director                                                      
Department:  Administration
Reports To:  Board of Trustees
Summary:
The Library Director is the chief administrative officer for the Library and as such has the ultimate responsibility for operations and human resources.  The Director advises the Board of Trustees on such matters as programming, finances, budgeting, purchasing, policies, strategic planning and other matters of significance.  The Director also develops grant applications and is responsible for reporting and adherence to funding agency standards.  The Director serves as a key figure in the promotion of Library services and its use.  In addition, the Director serves as the administrator of the Union County Library System.
Essential Duties and Responsibilities
The following list is representative of the typical duties and responsibilities performed.  The employee’s actual duties and responsibilities may vary slightly depending on department needs and individual assignments.
1.      Human Resource Functions:
a.       Administer board-approved personnel policies
b.      Recruit, interview and hire staff
c.       Ensure legal hiring and termination procedures
d.      Oversee any and all disciplinary actions
e.       Provide for adequate supervision and evaluation of all staff
f.       Conduct annual performance reviews 
       2.    Library Development:
a.       Prepare and implement long range plans that identify service priorities
b.      Develop new ideas for service enhancements on both the local and system levels
c.       Implement new services and programs
d.      Prepare grant applications
e.       Evaluate existing services
f.       Keep abreast of library trends and successful initiatives of other libraries
2.      Public Relations:
a.       Serve as chief liaison with community groups
b.      Ensure appropriate representation of the Library by all employees
c.       Coordinate representation of the Library to legislative bodies and other groups 
3.      Physical Plant:
a.       Monitor the condition and ensure daily upkeep of the building and grounds
b.      Solicit bids for furniture, fixtures, machinery, vehicles and equipment
c.       Establish vehicle and computer replacement recommendations and inventories
d.      Consult with the Board on needed physical plant improvements and expansion
4.      Fiscal:
a.       Prepare and monitor annual budget
b.      Approve all expenditures
c.       Help develop fund raising programs
d.      Prepare long range financial projections, service costs and benefit ratios
e.       Work with the Board on funding improvements
f.       Prepare and submit all necessary federal, state and local financial reporting forms
5.      Administration:
a.       Advise the Board on policies, plans, state regulations, grant opportunities, automation and facility layout and design
b.      Work with System Board to comply with all state aid requirements
c.       Conduct department head meetings
d.      Monitor and approve scheduling of staff
e.       Compile monthly reports and statistics
f.       Plan programs
g.       Prepare agendas and materials for Board meetings and take minutes
h.      Prepare annual state report
 Education and Experience
Must possess a Master of Science degree in Library Science from an ALA accredited college or university and at least eight years of public librarianship experience, with a minimum of five years of demonstrated responsible administrative experience.  Strong persuasive and presentation skills required.  The employee should hold a commanding grasp of the overall mission and purpose of the organization.
Special Skills/Certification/License
Must possess expressive patron-service skills.  These skills are generally defined as “people skills” and include the ability to communicate effectively, an expression of patience, friendliness and courteousness and a desire to help others.
Effective supervision, managerial, leadership and staff development skills are required.
Practical experience with electronic information delivery technology is required.
A PA Department of Education Library Certification of Public Librarianship is required.
Act 34 and Act 151 clearances
Possess a valid PA driver’s license

