DEPUTY LIBRARY DIRECTORPRIVATE 

DISTINGUISHING FEATURES OF WORK:

This is a highly responsible administrative level position, managing and coordinating the public library services of a municipal public library system.


Subject to the general direction of the Library Director and the overall policies approved by the Library Commission, the employee oversees the programming of services, the selection and maintenance of materials, and the overall development and administration of the library’s computer network and internet services.  The work requires considerable independent judgment and initiative based on extensive professional library experience and training as well as considerable skill in management and human relations.  The employee is a deputy to the department head and is responsible for performing the duties of the department head in his or her absence.


Interacts in a consistently pleasant and helpful manner to fellow employees, visitors, and citizens of the City of Dearborn and demonstrates the highest standards of internal and external customer service.

DUTIES AND RESPONSIBILITIES:
Essential Job Functions (Functions essential to attaining job objectives):
(
Plans new services and evaluates/modifies current services.

· Prepares and oversees the Library’s operating budget; responsible for collecting all agency budgets (Administration, Children’s, Adult Services, Circulation, Processing, Automation at the main library and three branches) and preparing budget document; oversees and administers the budget expenditure process.

· Prepares and oversees the Library’s Capital Expenditure Budget, including feasibility studies, initiation, development and completion.

· Supervises Administration Office.

· Acts as a representative of the Dearborn Public Library at City Government meetings, Library Commission, City Department and community meetings, as well as other library systems; government meetings could include the City Council, Dearborn Arts Council, and Dearborn Public Schools.

· Prepares all federal, state, city, and outside agency reports.

(
Coordinates the programming of services.  Works with organizations and groups in the implementation of programs and services.  Oversees the selection and maintenance of printed, audio‑visual and special collections for central and branch libraries in accordance with the interests and needs of the community served.

(
Researches problems occurring within and between agencies and recommends and implements approved changes in policies and procedures to maximize the efficiency and effectiveness of service delivery systems and to optimize the utilization of manpower, equipment and facilities.

(
Serves as one member of an administrative panel that is responsible for overall coordination of library services and administration.

(
Conducts staff meetings to ensure effective communications within and between agencies; reviews employee recommendations and suggestions; ensures adequate training of staff in new assignments; evaluates employee performance.

· Demonstrates regular and predictable attendance.

Marginal Job Functions (Peripheral or incidental to primary job functions):
(
Attends Library Commission meetings, professional meetings and other meetings as required in the performance of the work.

(
Performs other duties as required to achieve the goals and objectives of the City Librarian and Library Commission.

KNOWLEDGE, SKILLS AND ABILITIES:
(
Thorough knowledge of professional library policies, objectives and procedures.

(
Thorough knowledge of the organization, functions and services of a municipal public library system.

(
Thorough knowledge of the interests and needs of library users; thorough knowledge of a wide variety of books, authors, subjects and audio‑visual materials of interest to both children and adults; thorough knowledge of programs and services of interest to the community served.

(
Thorough knowledge of library automation, including on‑line information services, integrated library systems and microcomputers.

(
Ability to effectively manage the professional services and personnel of a major library system.

(
Ability to analyze operating problems and implement solutions.

(
Ability to interpret and communicate library policies, procedures and objectives to community groups, public officials, employees and the general public, and to establish and maintain satisfactory public and employee relations.
· Ability to effectively manage large projects.

(
Ability to speak and write effectively.

(
Ability to maximize the efficiency and effectiveness of library services.

(
Ability to secure the cooperation and participation of professional and clerical staff in providing a high quality of public service to library users.

EXPERIENCE AND TRAINING:

Extensive supervisory and professional library experience in an automated library system. An accredited graduate degree in Library Science, including or supplemented by course work in management and human relations.  Must have professional librarian certification from the State of Michigan.
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The above is intended to describe essential and marginal functions and requirements for the performance of this job.  It is not to be construed as an exhaustive statement of all supplemental duties, responsibilities, or non-essential requirements.

9.10

