Library Director

Date:
February 2025

Department/Division: 
Library

FLSA:
Exempt

Reports to:
Library Board of Trustees






RESPONSIBILITIES
The Director is responsible for the development and implementation of a comprehensive plan, community relations, human resource management, budget preparation, collection management, and management of day to day operations including facility and equipment maintenance and development. The Director reports to the Harlan Library Board of Trustees. 

• General Administration and Management/Board Support 

o Prepares for, attends, and participates in, monthly library board meetings. Posts all public documents on the library website and in the library.  Provides minutes of the previous meeting, and a monthly summary of library activities in a director’s report. 

o Submits monthly invoices for library board review and approval. Provides financial reports to the Board.   Monitors monthly revenues and expenses.  

o Formulates and recommends policies to the library board. Implements library policies and procedures. 
o Working with the Board Finance Committee, submits an annual budget draft to the library board for approval. 

o Transmits approved budget to the Harlan City Council.   

o Prepares and transmits required reports and statistics to the State Library of Iowa including the triennial reaccreditation report. 

o Orients new trustees and serves as a resource for trustee activities. 
o Oversees the maintenance of the library facilities and recommends future space needs. o Directs the continuous updating of procedures.   

o Processes bi-weekly payroll for submission to the city for payment.

 o Adheres to all policies and procedures established by the Library Board and the City Council. 

• Planning, Organization, and Evaluation 

o Coordinates, and directs the program of library service to meet the immediate and long-range goals of the library and its communities. Broadly oversees the development and maintenance of a high quality, relevant collection of library materials in a variety of formats. Broadly oversees the maintenance of the library catalog, patron database, and associated automated systems. 

o Seeks new library services and evaluates the effectiveness of existing library services to ensure that programs and services are responsive to community needs and/or interests. 

o Prepares an annual report as required by Code of Iowa Section 336 and presents the report to the library board, the Board of Supervisors, city council and contracting cities 

• Personnel Management 

o Hires, schedules, supervises, evaluates annually, and terminates staff. 

o Directly supervises and evaluates all library staff.
o Develops and maintains a staff orientation program. 

o Defines in writing the expectations for individual staff performance and sets goals for service and programming. Evaluates staff performance relative to these defined goals. 

o Works to promote high staff morale.  Listens and responds to staff concerns.  Proactively identifies and resolves problems before they become concerns.  

o Establishes opportunities for employee training and development, encourages staff input, and encourages staff professional growth by supporting participation in professional associations, workshops, seminars, and activities. 

• Community and Professional Development 

o Represents the library and speaks before community, civic, and other groups regarding the objectives, services, and activities of the library. 

o Establishes and maintains effective working relationships with other governmental agencies and officials including the County, City Council, Contracting Cities as well as the other public libraries in the county, civic and community groups, and the general public. 

o Supports and facilitates the work of the Harlan Community Library Foundation.  Maintains Foundation records, acts as secretary and implements policies and procedures of the foundation.  Reconciles bank accounts, coordinates with the treasurer on financial reports and works with the city’s contracted auditor on annual audit.
o Attends professional and other meetings to network with other library professionals and library organizations 
o Participates in professional development opportunities to enhance managerial skills and maintains an awareness of new trends and developments in the library field. 

• Other duties as required. 

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL FUNCTIONS

Education and Experience 
Bachelor’s degree and 6-10 years related experience and/or training, or a master’s degree from a college or university and 1-5 years of experience; or working toward a master’s degree in Library Science; or equivalent combination of education and experience.

Preferred Education or Experience Required:

Master’s degree in Library Science and 5 years or more related experience and/or training, or a master’s degree and ten years of experience; or equivalent combination of education and experience.

Special Requirements

Library Director Certification through the State Library of Iowa within 1 year of the hire date.

MINIMUM PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS


Physical requirements

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee frequently is required to walk and stoop, kneel, crouch, or crawl.  The employee is occasionally required to stand and taste or smell.  The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 100 pounds.  Specific vision abilities required by this job include close vision, color vision, peripheral vision, depth perception, and ability to adjust focus.


Cognitive Demands

Thorough knowledge of principals and practices of library management and administration including operations of a Library Board; purchase, distribution, cataloging, collection development of library materials; budget and financial statements; and building operation and maintenance.  Ability to utilize computers and related software in all phases of library related projects.  Ability to organize, instruct and train employees in a wide variety of duties and responsibilities.  Good public relations skills.


Language Ability and Interpersonal Communication

Requires effective communication skills and the ability to provide effective and courteous assistance to patrons and employees. Ability to prepare reports, minutes, maintain records, and business correspondence in English; to provide and follow verbal and written instructions; and to apply common sense understanding to the work process, procedures, programs and services.


Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work is normally performed in a general inside office environment with appropriate heating and cooling and is not subject to significant occupational or environmental hazards other than those normally associated with general public contact.  The noise level in the work environment is usually moderate.
ACKNOWLEDGEMENT

I have read and understand the information contained in the Job Description and Specifications.  I further understand that this Job Description and Specifications is not intended and shall not be construed as an exhaustive list of all the responsibilities, skills, efforts, or working condition associated with this job.  Also, while this list is intended to be an accurate reflection of the current job, the employer reserves the right to revise the functions and duties of the job or to require that the additional or different tasks be performed as directed by the employer.  I understand that I may be required to work overtime, different shifts or hours, outside the normally defined workday or work week.  I also understand that this job description does not constitute a contract of employment nor alter my status as an at-will employee.  I have the right to terminate any employment at any time and for any reason and the employer has a similar right.  

I have carefully read and understand the contents of this job description and have been given the opportunity to ask my supervisor any questions I have regarding my duties and responsibilities as described therein. 

Employee Signature 

Date


Department Approval 

Date

The City of Harlan is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages employees and prospective employees to discuss needed accommodations with the appropriate City representatives.

