Job Title:  Library Director

Department:  Kalkaska County Library (KCL)
Reports to:  Kalkaska County Library Board of Trustees (BOT)
The Director is responsible for the administration of all library functions within the goals, guidelines, and policies established by the BOT. This responsibility includes the organization and dissemination of information and services through the effective utilization of library resources. The Director is also responsible for the facilities, financial management, and personnel of the library, under the governance and oversight of the BOT.
The Director is expected to provide a leadership role within the library, the community, and the library profession. The Director serves as the official representative of the library.
The successful candidate must live within the region or be willing to relocate to the region.

AREAS OF RESPONSIBILITY
1. General Administration and Management

a. Formulates and recommends policies to the BOT

b. Implements KCL policies and procedures

c. Submits an annual budget to the BOT in a timely manner and directs and monitors expenditures

d. Provides monthly financial planning data to the BOT to assist in establishing long and short-term financial priorities

e. Looks for new revenue sources, collaborations with other organizations

f. Orients new trustees and serves as a resource for trustee activities 

g. Employs management techniques effectively in directing, planning, organizing, staffing, coordinating, budgeting, and evaluating the library’s operation

h. Directs the maintenance of the KCL building and grounds and recommends future space needs

i. Establishes and maintains a staff manual of KCL procedures

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

2. Planning, Organization, and Evaluation
a. Plans, organizes, coordinates, and directs a balanced program of KCL service to meet the immediate and long-range goals of the library and the community

b. Identifies the standards of excellence for all operations

c. Evaluates the effectiveness of KCL services in relation to the changing needs of the community
d. Provides for critical review of internal library operations such as acquisitions, circulation, etc.

e. Analyzes data affecting the library's operation such as legal, physical, and statistical factors

f. Investigates new trends and specific library programs and facilitates testing of new techniques, materials, and equipment to improve the operation of the library

3. Personnel Management

a. Develops staff job descriptions, recommends and administers personnel policies

b. Hires, evaluates, promotes and terminates staff 
c. Defines expectations for staff performance and sets goals for service and programming 

d. Works to promote high staff morale 

e. Supervises planning for optimum utilization of personnel 

f. Provides in-service programs for employee training and development, encouraging staff input 

g. Encourages staff professional growth at all levels by supporting participation in professional associations, workshops, seminars, and activities 

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

i. Acts as a consultant, mediator, and facilitator for staff

4. Community and Professional Development

a. Recommends and administers public relations programs
b. Represents KCL and speaks before township, community, and other groups regarding the objectives and activities of the library 
c. Publicize library events and goals to local broadcast and print outlets, digital media, and via the library’s e-newsletter. 

d. As official spokesperson for the library, be available for media, public and private inquiries 
e. Establishes and maintains effective working relationships with the Northland Library Co-op, the Friends of the Library, other governmental agencies, and other community, professional and service groups
f. Serves with the BOT as an official representative of KCL in actions that legally bind or politically influence the library
g. Serves as a model to staff in the sense of professionalism, demonstrating strong professional ethics and keeping informed through professional literature
h. Attends professional and other meetings to maintain contact with other professional and library-related agencies 

i. Participates in professional development opportunities to enhance managerial skills and maintains an awareness of new trends and developments in the library field
5. Other duties as required
DESIRED QUALIFICATIONS
1.  Desired Qualifications

Technical

1. Must have a master’s degree in Library or Information Science from an American-Library Association accredited college or university
2. Must be certified, or be eligible for certification from the Library of Michigan, for a Librarian’s Permanent Professional Certificate
3. Related experience sufficient to demonstrate competency and knowledge of the principles and practices of library operations, management
4. Must be bondable and able to pass a drug screening and background check
5. Must possess or be eligible for a valid Michigan State Driver’s license
6. Must maintain professional and technical expertise through participation in continuing education
7. Must work with attention to detail and accuracy
Physical
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. Frequently required to reach with hands and arms, stand, walk, sit, use hands to finger, grasp, handle, feel or operate objects, tools, or controls and talk and hear. Occasionally required to kneel and crouch.
2. Must occasionally lift and/or move up to 20 pounds
3. Specific vision abilities required (with or without corrective lenses), include close vision, distance vision, peripheral vision, depth perception and the ability to adjust focus 
Other

1. Effective interpersonal skills consisting of creative and diplomatic management abilities

2. Effective public speaking skills

3. Ability to lead the Library’s overall community and patron focused communications efforts and communicate effectively, patiently, and courteously with patrons, other members of the public, and other county employees
4. Ability to maintain courtesy and helpfulness while handling multiple activities or interruptions at once, and to work positively and effectively with co-workers in a team approach.

5. Ability to attend frequent meetings outside regular work hours, including evenings and weekends.
6. Highly developed verbal and written communication skills, social skills and adaptability

7. Demonstrated dynamic motivational leadership skills

8. Visionary regarding library trends, impact of changing information technology

9. A desire to meet and serve the community

