Director of the Kimball Library Job Description
Atkinson, New Hampshire

The Director serves as the chief executive of the Library. The role combines leadership, expertise,

management, and vision to ensure the Library provides outstanding service to the community. The

Director is responsible for the administration of all library functions including daily operations, managing

staff, utilizing resources effectively, the development and maintenance of all collections, and ensuring

that the Library remains responsive to evolving community needs. The Director reports to the Board of

Trustees and works closely with them to set goals, establish policies, and create the budget.

AREAS OF RESPONSIBILITY

Leadership and Administration:

Employs effective management skills in directing, planning, organizing, staffing, coordinating,
budgeting, and evaluating the library's operation.

Demonstrates leadership within the organization: takes initiative, solves problems, effects change
through the action of others, and encourages the development of staff through a positive work
environment.

The Director serves as the official representative of the library and is responsible for personnel,
financial and facilities management.

Ensures strong communication with the staff and maintenance of a manual of library policies and
procedures.

Formulates and recommends policies to the library board.

Brings expertise to advise the library board on best practices and trends in public libraries.
Implements library policies and establishes procedures.

Submits an annual proposed budget to the library board in a timely way and directs and tracks
expenditures.

Provides monthly financial and statistical data to the library board.
Orients new trustees and serves as a resource for trustee activities.

Monitors the maintenance of the library building and grounds by the town and private vendors,
requesting services as needed.

Planning, Organization, and Evaluation:

Plans, organizes, coordinates, and directs a balanced program of library services to meet the goals of
the Library and the community.

Determines the standards of excellence for all operations.

Evaluates the effectiveness of library services in relation to resources and changing needs of patrons.
Provides critical review of internal library operations such as acquisitions, circulation, etc.

Analyzes data affecting the library's operation such as legal, physical, and statistical factors.
Investigates new trends and specific library services, and facilitates testing of new techniques,
materials, and equipment to improve the operation of the Library.

Effectively executes other work as required.



Personnel Management:

Fosters a collaborative, communicative, and positive workplace.

Develops staff job descriptions, sets the conditions of work such as schedules, recommends and
administers personnel policies.

Hires, evaluates, promotes and terminates staff.

Defines expectations for staff performance and sets goals for customer service, collections and
programming.

Works to promote high staff morale.

Plans for optimum utilization of personnel resources.

Provides for employee training and development, encouraging staff input.

Fosters professional growth at all levels by supporting participation in professional associations,
workshops, and other activities.

Ensures that staff performance appraisals are done on a regular schedule.

Community Engagement:

e Recommends and administers public relations programs.

e Represents the Library and speaks before community, civic, and other groups regarding the
objectives and activities of the library.

e Establishes and maintains effective working relationships with other governmental agencies, town
personnel and relevant committees, civic and community groups, and the general public.

e Supports and facilitates the work of The Friends of the Kimball Library.

e Serves as official representative of the Library in actions that legally bind or politically influence the
Library.

e Serves as a model to staff in the sense of professionalism and strong professional ethics.

e Attends professional and other meetings to maintain contact with other professional and library-
related agencies.

e Participates in conferences and other professional development opportunities to enhance skills and
maintains an awareness of new trends and developments in the library field.

e Other duties as required.

QUALIFICATIONS:

e Mastet's degree in library science from an ALA accredited school.

e Seven years of library work with a minimum of three years of successful administrative experience in
public libraries.

e Thorough knowledge of the philosophy and techniques of all facets of public library service.

e Passionate commitment to the guiding principles of public librarianship and the ability to articulate
them including: the library bill of rights; freedom to read and view; intellectual freedom; and the
privacy rights of patrons.

e Vision regarding the essential role and positive impact of public libraries.

e Highly developed verbal and written communication skills, social skills, and adaptability.

e Ability to prepare comprehensive reports and to present ideas clearly and concisely in written and

oral form.



e [Experience developing a library budget; presenting and advocating for funding before town boards,
committees and the public.

e Ability to think analytically regarding library trends and evolving community needs, to exercise
initiative and independent judgment.

e Ability to make administrative decisions, develop policies, supervise staff and volunteers.

e A desire to meet and serve the public.

e [ffective interpersonal skills consisting of creative and diplomatic management abilities, tact, and
discretion.

¢ Demonstrated motivational leadership skills.

e Ability to motivate, establish and maintain effective working relationships.

e Ability to process information effectively to learn and handle complex concepts.

e Sufficient technical knowledge regarding computers and public library applications.

CRITICAL MENTAL REQUIREMENTS
e s consistently accurate and continuously observing and analyzing.

e Makes sound administrative decisions, and judiciously interprets and applies policies.

e Demonstrates a strong work ethic and the ability to act independently and assume responsibility.
e Is flexible, positive, works effectively with staff, stakeholders, library board and patrons.

e Maintains absolute confidentiality of personnel records and administrative matters.

e Uses good organizational skills, works well under short time constraints and meets deadlines.



