Job Description - Associate Director

Classification:
Associate Director
Reports to:
Library Director
This person reports to the library director and serves as the person in charge in the director’s absence. The associate director is part of the administrative team which leads the library by developing plans and determining the direction, goals and policies of the organization. This person directly manages the cataloging and circulation departments, the technology manager, and assigned committees.
Primary Job Duties:

· Assists the library director in directing, planning, organizing, staffing, coordinating, budgeting, and evaluating the entire library system to meet the immediate and long-range goals of the library and the community
· Serves as the staff member in charge in the absence of the library director

· Represents the library and speaks before community, civic and other groups regarding the objectives and activities of the library

· Provides system administration for the library’s integrated library system and all peripheral partnerships between the automation system and third party vendors
· Manages the RFID system including self-check out stations and the automated materials handling system
· Responsible for the management of the cataloging and circulation departments and technology manager (quality control of public service, scheduling, performance reviews, maintenance coordination, budget compliance, emergency preparedness, and supervision of all staff)

· Responsible for report writing and statistics gathering
· Oversees the electronic resource subscriptions

· Implements and maintains online services (such as web site, intranet, instant messaging, digital archive, customer-initiated interlibrary-loan)
· Investigates new trends and recommends new techniques, services, materials, staffing patterns and technology to improve the operation of the library
· Attends professional meetings and maintains active membership in local, regional, state and national associations
· Includes all aspects of department manager description
· Prepares for emergencies and helps maintain a safe work environment
· Performs related duties as required
Qualifications:

· Master's degree in library science from an ALA-accredited library school

· Three years supervisory experience in a public library
· Knowledge of the philosophy and techniques of public library services
· Desire to meet the public and serve customers of all ages
· Demonstrated leadership skills: ability to make administrative decisions, interpret policies, and supervise staff
· Ability to establish and maintain effective working relationships at all levels 
· Knowledge of library automation systems

· Knowledge of website structure and desirable content, and commercially available licensed databases
· Ability to prioritize duties and tasks and work independently

· Strong oral and written communication skills

· Ability to adapt to changing procedures and situations

· Full range of computer and Internet skills and experience


· Able to operate library equipment as assigned

· Good typing skills
· Good organizational skills

· Knowledge of English language, spelling and arithmetic

Mental Requirements:
· Is accurate

· Able to maintain confidentiality of library records and administrative matters

· Is flexible, works under short time constraints, and meets deadlines

· Able to interact and work effectively with customers, supervisors, co-workers and volunteers 

· Able to interpret and follow policies and guidelines

Physical Requirements:
· Seeing; keyboarding; using the telephone; lifting, pushing, pulling or carrying objects weighing up to 50 pounds; walking; bending; stooping; crouching; reaching; carrying books or boxes of books; pushing book carts; picking up litter; spreading ice melt

· Standing or sitting for periods of time

· Writing or typing to complete work forms
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