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Russell County Public Library 
Job Title:

Director of Library Services

Reports To: 

Board of Trustees

JOB REQUIREMENTS:   Job requirements include the following: Master of Library Science (MLS) degree from a graduate school of library science accredited by the American Library Association; a Virginia Professional Certification; and experience in all areas of library services, including adult, young adult, and children's services, reference work, and budget preparation.  

The following knowledge and skills are expected: comprehensive knowledge of professional library science and administration; extensive knowledge of reference tools and information search strategies, including online resources; experience with and ability to implement current library automation practices; and knowledge of effective management techniques. 

The following is also expected of a successful candidate: ability to interpret community interests and needs and to plan appropriate library services; ability to meet the public and maintain their confidence; ability to speak and write effectively; ability to organize and supervise library programs; ability to establish and maintain effective working relationships with the staff and library board members; and enthusiasm, resourcefulness, initiative, good judgment, tact and courtesy.
JOB SUMMARY: This position is responsible for planning, organizing, directing, staffing, coordinating, reporting, and budgeting for all activities of the Russell County Public Library according to the policies and procedures of the Library Board of Trustees. 

	EVALUATION STANDARDS

	Rating
	Performance Level
	Definition

	5

4

3

2

1
	Exceptional

Commendable

Expected

Below Standards

Unacceptable
	Greatly Exceeds Requirements

Performs Beyond Requirements

Meets Requirements

Does Not Meet Requirements

Requires Immediate Improvement

	Employee Name: ______________________________________________________________

Evaluation Period: _____________________________________________________________

                                     Month  Day Year                                         Month  Day  Year




Revision approved by Board of Trustees June 2003, revised 2014 & 2018
Board of Trustees/Administrative Functions

1. Openly communicates and reports to the Board of Trustees on all Library functions.

____  a. Prepares agenda and informational packets for Board meetings and attends all meetings of the Library Board of Trustees.

____  b. Assembles Board meeting packets and mails them one week prior to each Board meeting.  
____  c. Provides library orientation for new trustees.

____  d. Develops and reviews annually a five-year plan including mission statement, goals, and objectives for Library Board's approval.  

____  e. Prepares Library policies and procedures for Board approval.

____  f. Implements decisions of Board of Trustees.

____  g. Serves as technical advisor to Board of Trustees.

____  h. Prepares and submits grants as approved by the Board of Trustees.

Section Comments:  ___________________________________________________________



          ___________________________________________________________




            TOTAL POINTS __ ( 8 = Job Performance Rating of ____
Budget 

2. Performs all necessary requirements in the development and acceptance of the budget.
____  a. Prepares draft budget, presents final budget, after allocations are received, for Trustees review, and makes adjustments to budget as directed by Trustees.

____  b. Attends budget hearings of funding agencies to answer questions about library growth and administration and to supply facts and figures to defend budget requests.

____  c. Provides monthly reports for Board of Trustees.

____  d. Approves all expenditures and relays expenses to Board for review.

____  e. Maintains communication with County Administrator's office concerning invoices, library budget, state and county reports, paychecks, and changes in personnel or policies.
Section Comments:  ___________________________________________________________



          ___________________________________________________________




TOTAL POINTS __ ( 5 = Job Performance Rating of ____

Programs and Services

3. Conducts all duties necessary for supplying patrons with quality programs and services.
____  a. Evaluates programs and services and recommends necessary action to the Library Board.

____  b. Compiles and maintains accurate records of program attendance.

____  c. Serves as Reference Librarian, assisting patrons with information needs referred by the staff, and coordinates group tours and workshops for students and other patrons.

____  d. Survey community members to determine information and service needs.

____  e. Creates and updates technology plan and presents to Board for approval.

____  f. Serves as liaison with The Library Corporation, the source for library automation.

____  g. Coordinates assistance and training in the use of computers and programs provided for public access.

____  h. Supports the Friends of the Library by attending meetings and establishing effective lines of communication, interpreting the library's mission, goals, and objectives, and suggesting ways they can help.

Section Comments:  ___________________________________________________________



          ___________________________________________________________
       TOTAL POINTS __ ( 8 = Job Performance Rating of ____

Personnel Management

4. Directs and supervises staff.
____  a. Hires and directs staff according to Board policy.

____  b. Writes job descriptions for each new staff position for Board approval. 

____  c. Revises job descriptions and adjusts staff positions as needed.

____  d. Establishes employee policies and procedures with Board approval. 

____  e. Maintains a personnel/policy manual and personnel files.

____  f. Approves payroll for part time staff monthly.

____  g. Approves records of staff sick leave and vacation days. 
____  h. Conducts staff meetings and interprets objectives, policies, and procedures to the staff

____  i. Encourages positive staff morale and promotes teamwork among staff.

____  j. Administers performance evaluation program, including employee discipline as needed.

____  k. Encourages staff professional development and current awareness through in-service training and continuing education.

Section Comments:  ___________________________________________________________



          ___________________________________________________________
       TOTAL POINTS __ ( 11 = Job Performance Rating of ____
Collection Development

5. Supervises development and maintenance of the materials collection.
____  a. Oversees and approves the selection of materials that will meet the various reading levels and informational needs of the community.

____  b. Evaluates the collection in order to determine whether or not materials are appropriate, utilized, adequate in number, or no longer useful. 


____  c. Conducts and supervises collection weeding, including withdrawal and discard 

____  d. Encourages patron requests for materials to be added to the collection.

Section Comments:  ___________________________________________________________



          ___________________________________________________________
       TOTAL POINTS __ ( 3 = Job Performance Rating of ____

Building Requirements

6. Oversees facility maintenance, repair, and construction.

____  a. Ensures libraries maintain a neat, clean, and inviting environment.


____  b. Approves maintenance of present buildings.

____  c. Determines the floor plan of existing and new buildings, including the location and arrangement of books and materials, special reference areas, and reading and work areas.
____  d. Assists architect in planning new building as well as renovation and additions.

Section Comments:  ___________________________________________________________



         ___________________________________________________________

       

            TOTAL POINTS __ ( 3 = Job Performance Rating of ____

General Duties

7. Performs other such duties as necessary or as requested.
____  a. Keeps library in compliance with local, state, and federal regulations governing libraries.

____  b. Serves on policy councils, committees, and boards to act as a consultant and advisor to groups participating in educational programs, especially those involving literacy.

____  c. Maintains public relations and promotes community awareness of library services by addressing community groups, preparing reports/press releases, conducting tours, and encouraging partnerships.

____  d. Cooperates and consults with officials of other public and educational agencies on common library problems and community needs.

____  e. Attends conferences, seminars, and training workshops to establish and maintain networks and connections to other professionals in the field and to further professional development.

____  f. Writes material for distribution-monthly newspaper column & quarterly blog

____  g. Provides one new program annually.

____  h. Takes quarterly webinar & commits to monthly learning.
____  i. Reads professional literature and maintains current awareness of new developments in the field of library science and service.
Section Comments:  ___________________________________________________________



         ___________________________________________________________

       

            TOTAL POINTS __ ( 9 = Job Performance Rating of ____

TOTAL JOB PERFORMANCE RATING OF


___   (  7 = 



Overall Performance Rating

	OVERALL APPRAISAL OF PERFORMANCE



	 ( Exceptional    ( Commendable    ( Expected   ( Below Standards    ( Unacceptable

Evaluator’ Comments: 



	PERFORMANCE PLAN


	Goals
	Timeframe

	
	

	
	

	
	

	Employee’s Comments:



	Evaluator’s Signature: _________________________________________________________

                                                      Name                                                                                            Date

                                                 ____________________________________________________________________

                                                       Name                                                                                           Date

Employee’s Signature: _________________________________________________________

                                                       Name                                                                                           Date




Acknowledgement

I have read, understand and accept the duties, standards and expectations required of this position.  I hereby affirm my good-faith compliance with all Library policies and procedures.

By:__________________________________

Date:________________________________
NOTE:  This job description is not intended to be all-inclusive.  An employee will also perform other reasonably-related job responsibilities as assigned by the Library Board of Trustees.  Russell County Public Library reserves the right to revise or change job duties as the need arises.  Moreover, management reserves the right to change job descriptions, job duties, or working schedules based on their duty to accommodate individuals with disabilities.  This job description does not constitute a written or implied contract of employment.

