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Fennville District Library
400 West Main Street Fennville, Michigan 49408

LIBRARY DIRECTOR

The Board of Trustees of the Fennville District Library seeks qualified applicants for the position of Library Director who would manage and direct all operations of the library under the direction of the Board. This position provides professional librarian services to the public and coordinates the use and operation of the library building. FDL is a State of Michigan Class IV library with an annual budget of $364,000. It is a member of the Lakeland Library Cooperative.
Qualifications: Education requirements include a Master’s Degree in Library Science from an institution accredited by the American Library Association. Eligibility for or attainment of Level II Professional Library Certification from the Library of Michigan is also required. Experience requirements include three (3) years of professional librarian experience, including supervisory responsibilities in a public or school library. Strong leadership, planning, communication, organizational and administrative skills are essential.

Compensation: $44,000 - $48,110 annually. Benefits include paid vacation, sick leave and a monthly stipend to be used for health insurance and/or retirement, at the employee’s discretion.

For consideration, send a letter of interest and resume by 10/20/2013 to:






Director Search






Fennville District Library






P.O. Box 1130






Fennville, MI 49408

Fennville District Library is an Equal opportunity Employer
Fennville District Library
Job Description

LIBRARY DIRECTOR
Supervised By:
Library Board
Supervises:

Para-professional library employees and volunteers as assigned
General Summary:
Under general supervision and policy direction from the Library Board, manages and directs all operations of the public library.  This position provides professional librarian services to the public and coordinates the use and operations of the library building.

Essential Job Functions:
An employee in this position may be called upon to do any or all of the following essential functions.  These examples do not include all of the duties which the employee may be expected to perform.  To perform this job successfully, an individual must be able to perform each essential function satisfactorily.

1. Manages and supervises library operations.  Plans and organizes workloads and staff assignments.  Hires, trains and evaluates library employees.

2. Provides administrative support to the Library Board.  Informs Library Board members of use trends and citizen concerns.  Prepares agenda items and maintains records of meetings.

3. Provides leadership and direction in the development of short and long range library plans.  Gathers, interprets, and prepares data for studies, reports, and recommendations.
4. Provides advice and makes presentations regarding library issues to the Library Board, community groups and the public.

5. Prepares annual budget request and ensures effective and efficient use of budgeted funds, personnel, materials, facilities, and time.  Administers the allocation of budgeted funds.

6. Directs the selection, cataloging and general collection of books and other items contained in the library.  Reviews books, periodicals and collections for datedness or lack of use, and coordinates removal and disposition.

7. Inspects new collection material upon arrival for quality and financial control purposes.

8. Assures that the Fennville District Library building and equipment are properly maintained.  Coordinates maintenance and repairs when necessary.

9. Coordinates the library program with community organizations to ensure the needs of the District are being met.

10. Develops recommendations for policy for the public use of FDL community rooms.

11. Initiates and negotiates contracts, applies for and administers grants, and manages the bidding process.

12. Responds to public inquiries regarding library and community services, reference questions, cultural programs, technology advances, and other related issues.

13. Prepares informational brochures, articles, and reports to publicize the activities and services of the library and community services, and to increase public awareness of the Fennville District Library as a resource.

14.
Ability to establish and maintain volunteer program.

15.
Serves in a leadership capacity for special projects, technology advances, facility renovations, and growth and development of the library.

16.
Performs related work as required.

Required Knowledge, Skills, Abilities and Minimum Qualifications:
The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications necessary to perform the essential functions of the position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the job.

· Education requirements include a Master’s degree in Library Science from an institution accredited by the American Library Association.  Experience requirements include three years of professional librarian experience, including supervisory responsibilities, in a public or school library.

· Level II Professional Library Certification from the Library of Michigan is required.

· Thorough knowledge of the principles, practices and procedures of professional library administration.

· Thorough knowledge of library collection classification and selection techniques.
· Computer proficiency, including productivity suite and integrated library system software.
· Good knowledge of the public’s interests, needs and expectations regarding the library.

· Good knowledge of marketing, budgeting and grants administration.
· Ability to develop programs and services to meet the needs of the community.

· Ability to hire, train and supervise the work of professional library staff members and clerical assistants.

· Ability to establish effective working relationships and use good judgment, initiative and resourcefulness when dealing with employees, professional contacts, other administrators, Lakeland Library Cooperative peers, library board members, and the public.

· Ability to maintain records and prepare comprehensive reports on the operation of the library, programs offered, collection changes, funding options, and other related issues.

· Ability to communicate effectively and present ideas orally and in writing.

· Ability to work effectively under stress and changes in work priorities. 

Physical Demands and Work Environment:
The physical demands and work environment characteristics described here are representative of those an employee encounters while performing the essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Visual acuity necessary to retrieve library materials from shelves or storage areas. Physical agility to push/pull fully loaded book carts, retrieve or place materials above shoulder or below knee level, and lift/carry materials weighing up to forty (40) pounds. Hearing ability to answer telephone and patron inquiries. Manual dexterity, visual acuity and sufficient keyboarding/PC skills to effectively access information on the computer. Ability to operate a variety of equipment including computer, cash register, fax and copy machines. Ability to travel between work locations and related places of business as needed.
While performing the duties of this job, the employee regularly works in a public service setting.  The noise level in the work environment is usually quiet.

This position is full-time. Fennville District Library provides library services to our community seven days per week. All positions may require some evening and weekend hours, including Sundays.
