Position Opening


Position:  Director of the White Pine District Library
Status:  Part-time (30 hours/week) 
Phone:  989.831.4327 FAX:  989.831.4976

The White Pine District Library is accepting applications for the position of Library Director. White Pine District Library is a Class 3 public library with a district population of 10,014 located in central Michigan. The library is a member of the Mid-Michigan Library Cooperative, a 47 member library cooperative serving Northern and Mid Michigan.

This position is responsible for managing and directing all administrative support functions of the library; inclusive but not limited to financial administration, personnel management/development and facility operations. 

Salary and benefits will be determined commensurate with experience and qualifications. A job description is available on the library website:  whitepinelibrary.org. 

Please submit your written responses to the following questions (limit 250 words per question) along with a current resume with three professional references and a cover letter to the White Pine District Library, Board of Trustees, 106 E. Walnut Street, 
Stanton, MI 48888. Deadline is May 16, 2014.

1. Describe your core values and public service philosophy.

2. What are the key elements of an effective strategic plan?

3. How would you respond to a patron concern, such as “Why does the library spend money on e-Books?”

Job Description

Library Director

Director Reports to:  Library Board
Supervises:  All Library Staff
Job Summary:  
· Serves as Director of the White Pine District Library.
· Serves as a professional advisor to the Library Board.

· Plans, oversees, and directs the overall operation of the White Pine District Library.
· Manages and directs all administrative support functions of the Library; inclusive of but not limited to financial administration, personnel management/development and facility operations.
· Provides leadership by maintaining a high professional standard, creating an environment and culture where patrons and staff feel welcome and valued. 

· Leads an effective team of employees dedicated to the Library’s Mission Statement and goals.

· Works closely with staff, Library Board, local organizations, other area libraries and professional organizations to provide the best possible library service and programming to the community.

· Develops and recommends administrative policies to the Library Board.

· Functions with a maximum degree of latitude for independent action within the scope of Library policy as set by the Library Board.
Duties and Responsibilities:

· Develops, organizes and maintains the library’s collections, patron services and programs for all ages.

· Plans, coordinates and directs the library’s service programs for the residents of the district.

· Ensures that the level of patron service, public goodwill and patron satisfaction meets the Library’s goals.

· Avails self to all patrons, assisting with their reading and reference needs.
· Establishes and maintains effective working relationships with governmental agencies and officials, community leaders and groups, other library leaders and general public.

· Reviews and selects library materials, consulting with staff as to patron needs and wants. Examines library materials during annual inventory and determines if material is to be discarded, replaced or repaired.

· Formulates, recommends, complies with and implements Library policies and procedures approved by the Library Board.

· Recommends to the Library Board appropriate policies for consideration.
· Establishes priorities, procedures and general practices with the Library Board

· Compiles and provides all pertinent documentation and information to the Library Board for preparation of the annual budget.

· Prepares annual budget to present to the Library Board for approval.

· Directs the expenditure of library funds and allocations of resources.

· Adheres to a balanced budget.

· Provides accurate, appropriate and timely information regarding major issues affecting the library and policy issues.

· Completes and authorizes all state reporting, the USF agreement and all grant applications and agreements.

· Assists the Board in developing and conducting advocacy programs to promote the library.

· Recruits, hires and develops a competent staff.

· Serves as model to other staff in the sense of professionalism and demonstrates strong professional ethics.

· Supervises library staff, assigns special projects and provides direction in the development of goals, programs and services.

· Prepares agendas for and attends meetings of the Library Board and Library Board committee meetings.

· Oversees maintenance and upkeep of buildings and grounds.

· Serves the public on a regular basis and in a positive manner.

Job Requirements:
· Master’s Degree in Library Science from an ALA accredited university with professional library work experience OR a Bachelor’s Degree from an accredited university with professional library work experience OR a Bachelor’s Degree from an accredited university with10 years of professional job experience in a profession that would transfer well into a library directorship.

· Completion of the 2014 New Director’s Workshop offered by the Library of Michigan.

· Valid Michigan driver’s license.

· Extensive knowledge of library functions such as: collection development and management, budget creation and implementation, and the other day-to-day and short range/long range planning skills necessary for outstanding director leadership.

· Extensive knowledge and understanding of public library computer hardware, software systems (e.g. online and databases).

· Proven management and leadership skills to direct the Library and meet the goals that contribute to the overall success of the Library. 

· Demonstrated leadership and communication skills in working with patrons, staff, government officials, civic leaders, community organizations and Library Board.

· Demonstrated effective communication skills in both oral and written form.

· Proven interpersonal communication skills when contending with subject matter of a sensitive and/or complex nature. Ability to address the public, local government officials, civic leaders, community group leaders, Library staff and Library Board in a professional manner maintaining dignity and respect.

· Ability to assess community interests and needs, identify opportunities, develop a plan for library development and present ideas and plans to Library Board.

· Visual acuity necessary to view a computer screen and written materials.

· Desire to lead the White Pine District Library with the standards of excellence that are currently in place with knowledge, integrity, enthusiasm and a love of people.

Working Conditions:
· Generally will work within a normal office environment.

· Occasional sitting/standing in one position for extended periods of time.

The job description is intended to describe the general nature and level of work being performed by a person assigned to the position of Library Director. The job description is inclusive of but not limited to the duties, responsibilities and job requirements as listed above.
