CITY OF MILTON-FREEWATER
JOB DESCRIPTION
POSITION TITLE:
LIBRARY DIRECTOR 





BARGAINING UNIT:  DEPARTMENT HEAD
POSITION STATUS:
  EXEMPT 


REPORTS TO: CITY MANAGER
GENERAL STATEMENT OF DUTIES

Plans, organizes, directs and coordinates the operation and activities of the City Library to provide the general public with educational and recreational materials in print, non-print and electronic formats, and provide related programs. Does related work as required.  
SUPERVISION RECEIVED

The Library Director is under the general direction of the City Manager.
SUPERVISION EXERCISED

Supervises employees and volunteers engaged in the operations of the department in directing the technical and operational functions of the department.  
ESSENTIAL JOB FUNCTIONS AND EXAMPLES OF RESPONSIBILITES

· Plans, organizes and administers all library programs and coordinates all activities of the library.

· Selects books and related library materials for use in the library; orders books, supplies, materials and equipment within a budgetary latitude, choosing vendors in accordance with purchasing regulations.

· Prepares the annual departmental budget request for submission to the City Manager, and ensures appropriate use and tracking of budgeted funds.  

· Prepares and posts account payables for library purchases using the City’s accounting software.

· Assesses library needs of the community and develops library programs to address those needs.

· Attends library board meetings and keeps members informed of library goals, problems and progress, and then with their aid, prepares necessary library policies and procedures.  Acts as secretary to the Library Board as per ORS 357.470.
· Reviews job descriptions of library positions and participates in the recruitment of library staff.

· Trains, supervises and evaluates all library staff in proper library methods and procedures.

· Works with other libraries, schools and citizen groups in the community in determining needs, developing programs and loaning materials.

· Prepares comprehensive reports and statistics as required by the state library, city library board, and district library board.

· Performs general library work such as assisting patrons, working circulation desk, reference work and shelving books. 
· Oversees acquisition, cataloging and processing of library materials.

· Supervises public relations work, including library displays, online, radio and newspaper publicity, book talks and reviews, and book lists and bibliographies of various types.

· Represents the City within the library district, the Sage Library System, Libraries of Eastern Oregon, and other organizations.  

· Promotes the library through news releases and participation in community organizations and events.

DESIRABLE QUALIFICATIONS FOR EMPLOYMENT

KNOWLEDGE, SKILLS and ABILITIES:

Thorough knowledge of the principles and practices of modern library administration.  Thorough knowledge of library organization and materials.  Thorough knowledge of the techniques of research and reference work.
Ability to speak and write effectively.  Ability to establish and maintain harmonious working relationships with other public officials, other agencies, both public and private, other employees and the general public.  

Ability to work evenings and weekends, including availability during all hours the library is open.  
EXPERIENCE AND TRAINING:

A Master’s degree in library science is preferred, plus a minimum of five years of progressively responsible professional library experience with at least three year in a supervisory/administrative capacity.  Any other satisfactory equivalent combination of experience and training which ensures the ability to perform the work may substitute for the above.    
PHYSICAL DEMANDS:

The position of Library Director requires a significant amount of walking (about 60% of the day).  Other physical demands are climbing stairs (elevator is available except when under repairs), sitting and standing.  There are some times that one may be required to crouch or stoop.  Library Directors are also required to lift, push, pull and carry up to forty pounds about five percent (5%) of the day.  The Library Director, while working with 84” book stacks, may also be required to reach directly in front of them about twenty percent (20%) of the day at a distance of about twenty-four (24) inches, a vertical direction of either directly up or down about ten percent (10%) of the day at a distance of thirty-six (36) inches, and may also be required to reach in other directions about twenty percent (20%) of the day at a distance of about twenty-four (24) inches.  Work would entail about 80% fingering and workers need good vision with correction if necessary and also good hearing.

WORK ENVIRONMENT:

General work environment during a majority of the time is much the same as general office administrative environments where sound is relatively quiet and temperatures are controlled.  Stress levels are typical of a responsible position.
DISCLAIMER:

This job description does not include all essential and nonessential duties of this job. The job description is not intended, nor should it be construed as an exhaustive list of all responsibilities and duties, skills, working conditions or attributes associated with the job. 
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