                                                     Job Description

POSITION:  Director of Bacon Memorial District Library

REPORTS TO: LIBRARY BOARD OF TRUSTEES

RESPONSIBILITIES:

LIBRARY MANAGEMENT

Committed to the mission and strategic plan of the Public District Library.

Committed to collaboration between libraries and other agencies.

Through the use of technology insures equal access to all.

FINANCIAL MANAGEMENT

All aspects of financial control run through the director. Completing millage forms, tracking tax captures and preparing an annual budget are a major part of the position.

PERSONNEL MANAGEMENT and HUMAN RESOURCES

The Director hires new employees and adequate levels of staffing must be maintained to meet state requirements. The director handles many HR needs and must remain aware of changes in the laws.

FACILITY MANAGEMENT

Maintain a clean safe environment by adhering to OSHA standards and reviewing critical areas on a regular basis.

RELATIONSHIP TO THE BOARD OF TRUSTEES

The Director prepares an agenda with the Board President for each meeting and creates the monthly packet. Minutes from each meeting are typed and maintained. An open relationship must be maintained at all times to address all concerns.

PUBLICITY/MARKETING/PUBLIC RELATIONS

The Director is the “public” voice of the Library. The newsletter, publicity, social media presence, and “advertising” should be reviewed by the director or designated employee.

ACTIVE IN THE LARGER LIBRARY COMMUNITY

The Director takes a leadership position and allows staff members to accept leadership positions whether at the Co-Op, Regional, State or National level.

RELATIONSHIP WITH FRIENDS ORGANIZATION

The Director is a liaison for the Friends of Bacon Library 

PREFERRED QUALIFICATIONS:   



1) Master’s Degree in Library Science



2) Eligible for Librarian's Permanent Professional Certificate from the 

                             State of Michigan



3) Experience as Librarian in a Public Library



4) Supervisory/management experience desirable



5) Experience with computers and automated library systems



6) Other qualifications set by the Library Board.

TERMS OF EMPLOYMENT: At will employee of Library Board






    Conditions of employment as stated in Personnel Manual






    Salary established annually by Library Board

EVALUATION:   Performance evaluated annually by the Library Board.
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