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Marion County Head Librarian
Serving under the direction of the Library Board, the Head Librarian is to use administrative, financial, communication, professional and personal management skills to organize, direct, evaluate and review the library's resources, personnel, facilities, services and programs to respond to the needs of the community
Responsibilities - Responsibilities of the position include, but are not limited to, the following:
Leadership Duties:
1 . Provide leadership by exhibiting strategic and long-range planning, analytical thinking ability, coherent oral and written communication and interpersonal relations skills.
2. [image: ]By example, ensure that all persons interacting with the library are treated equitably and courteously.
3. Encourage staff to exercise awareness and vision in developing and providing library services.
4. Create an atmosphere conducive to high morale for staff and volunteers.
5. Develop and implement short and long range projects consistent with the library's short and long-range goals.
6. Set standards and goals for staff[image: ]
7. Identify available, and encourage staff to attend, skill development programs and classes, off site and online.
8. Accept that every aspect of the library, from the physical appearance, to collection selection, available services, community events and staff conduct is a direct reflection of the Head Librarian's leadership skills.

Professional Duties:
1 Participate in regular professional development programs, off site or on-line.
2 Seek to establish innovative programs of service.
3 Direct collection development.
4. Ensure all collection materials are maintained, repaired or replaced, as needed.
5. Maintain affiliations with library associations, as well as with other area head librarians, and be aware of the latest library procedures.
6. Establish effective working relationships with community leaders, public officials, professional groups and the general public.
7. [image: ]Maintain a current knowledge of computer applications, tools, and automated library systems available in providing library services. Be able to use, and resolve problems with such software in the library.
8. Maintain a current knowledge of computer hardware and other electronic devices available in providing library services and be able to analyze performance problems with the library's equipment.
9. Be able to perform all staff functions at the circulation desk and perform such functions, as needed.
Community Relations:
1 . Represent the library to the public.
2. Develop opportunities for community awareness, involvement, collaboration and support for the library's programs and services[image: ]
3. Speak to diverse groups concerning library affairs and work with Friends of the Library and Library Board Members.
4. Develop good patron relations by creating an environment conducive to library usage through maintaining a high level of service and support to users
Administrative Duties[image: ]
1 . In compliance with library policies and procedures, direct day to day operations of the library, to ensure that the basic mission of the Library is met.
2. Ensure compliance with Federal and State rules and regulations regarding security, privacy rights, freedom of information, hiring practices and staff conduct.
3. [image: ]Ensure compliance with Legislative Audit and other State statutes or agency requirements regarding financial records and retention of all Library records and maintain an index identifying the location within the library of such records.
4. Hire, terminate, discipline, supervise, train, schedule, and evaluate Library staff.
5. Supervise and train volunteers.
6. Maintain a current inventory of all library property, including collection materials.
7. Provide input for short and long-range plans for the Library[image: ]
8. Provide input to operational and capital expenditure budgets and ensure the library operates within approved budgets.
9. Provide support materials for board and Quorum Court meetings, including committee meetings, as well as periodic and year-end reports[image: ]
10. Communicate with the board, including recommending changes in existing policies or drafting new policies.
11 . Understand budget preparation, contract administration, Library finance, state aid and millage funding.
12. Handle critical incidents and resolve conflicts involving patrons, staff, materials, or facilities.
13. Oversee and organize maintenance and repairs to the Library facilities and equipment.
14. Attend scheduled Library Board, Friends of Library, and Quorum Court meetings when needed
[image: ]NOTE: The board has also created a Library Management document which summarizes the board's expectations and details its expectations regarding communication and training.
[image: ]
Linda Ramos, Chair
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