Job Description

Title:  

Bradford County Library System Administrator Grade 19

Reports To:  Commissioners and Bradford County Library System Board

Pay:

Hourly – Grade 19 ($13.63 to $18.78 per hour) 

Status:
Full-Time 37.5 hours per week

Education and Experience: 

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

· Minimum of three years of public library experience.

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

· Excellent oral and written communication skills.

· Demonstrated ability to improve library development and funding.

Additional experience preferred:

· Experience with Innovative Interfaces Millennium Integrated Library System

·   Experience in grant writing, public speaking, promotion and marketing.

Administration:

· Administer the Bradford County Library System, a federated system, made up of nine independent libraries, in accordance with State Codes and System by-laws and policies.

· Attend and report monthly on all reports and activities including financial pertaining to the System operation to the Bradford County System Board and Bradford County Commissioners, as required.

· Report at least quarterly the activities and financial status of the System to member libraries.

· Plan and chair the bi-monthly Librarians Meeting.

· Promote and implement the objective of the System’s strategic plan.

· Coordinate and negotiate the County Coordination Plan with the member libraries.

· Prepare and administer the System budget in accordance with the guideline of the Bradford County Commissioners.

· Prepare and/or submit, all required State and Federal reports including be not limited to Technology Plans, Audit, Annual Report, Access PA and E-rate.  

· Assist and support member libraries with reporting and other needs that require them to meet and maintain the Standards in accordance with the Library Code.   
· Assure compliance with all federal, stat and local laws and regulations.

· Advise System of potential legislation and its impact on members.

Planning:

· Develop with the System Board, ongoing long-range plans for county-wide services. 
· Evaluate library services system-wide and recommend strategies and policies for cooperative development and planning to the System Board.
· Develop system-wide plans including collection development, facilities, staffing and technology.
Public Relations:

· Develop a comprehensive marketing plan to promote library usage and financial support including through programming and presentations to community groups.                
· Assist member libraries with advocacy.

· Develop and implement a plan to inform stakeholders (public, municipalities, and school districts) of the Library System activities.

· Represent Library System in the media and community.  

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

· Attend the District Advisory Council Meetings held at least three times per year

· Attend the District Consultant and System Administrator Meetings held approx. four times per year

· Cooperate and coordinate with the District Consultants, the District Center and Commonwealth Libraries Development Bureau.

· Obtain the required continuing education credits as outlined in the state standards

Please send resumes to:

Teresa Jones

Human Resources Director

Bradford County

joneste@mail.bradfordco.org
301 Main Street

Towanda, PA  18848

And

Karen Temple

District Consultant

North Central Library District

ktemple@jvbrown.edu
19 East 3rd Street

Williamsport, PA 17701
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