
 Job Description 

 Job Title:  Library Director 

 Reports to:  Library Board of Trustees 

 Date:  March 10, 2023 

 Essential Duties: 

 1.  Communicates the library’s role to community stakeholders and groups. 

 2.  Provides leadership in planning, developing, and expanding services to meet the needs of the community including 
 the creation and/or revision of the library’s strategic plan. 

 3.  Oversees library’s budget; secures funding through voter-directed levy, grants, and donations. 

 4.  Presents director’s reports and relevant information at monthly board meetings. 

 5.  Manages library staff of 9 and robust volunteer program, ensuring a high level of service to the community. 

 6.  Develops policies, procedures, annual budget, and other essential documents with the library board. 

 7.  Maintains and manages the library building and grounds on a day-to-day basis as well as secures construction 
 aid and other grants to support the future of the building. 

 8.  Oversees and develops programs and services to address the needs of the community. 

 9.  Actively participates in the OWWL Library System community and attends professional development training 
 sessions and meetings. 

 10.  Represents the Wadsworth Library before Friends, governmental agencies, community groups, and 
 professional organizations. 

 Required Knowledge, Skills, and Abilities: 

 1.  Ability to speak and write effectively to a broad range of audiences. 

 2.  Ability to schedule time effectively and to meet deadlines. 

 3.  Ability to maintain and administer an effective and efficient staff in a positive work environment. 

 4.  Ability to budget and plan for short term and long range. 

 5.  Ability to understand and communicate diverse sets of information; research topics relevant to the library and 
 library board; use intuition and experience to make decisions for the library. 

 6.  Ability to display original thinking and creativity, generate suggestions for improved work efficiency, and 
 develop innovative approaches and ideas. 

 7.  Ability to respond promptly and appropriately to requests from the Board of Trustees, staff, and community. 

 8.  Knowledge of basic computer software (Word, PowerPoint, Excel, etc.) and a willingness to learn new 
 computer skills that are required for the up-to-date operation of the library. 

 9.  Knowledge of current trends impacting libraries and the ability to adopt those appropriate to the community. 

 10.  Willingness to work evening and weekend hours and travel to meetings and trainings as necessary; valid 
 driver’s license required. 

 Education and Experience: 

 1.  Master’s Degree from an ALA accredited school of library and Information science; and 

 2.  Five or more years of relevant work, two of which must have been in a management or administrative capacity; 
 and 

 3.  Possession of a New York State Public Librarian’s Professional Certificate. 

 Position:  Full-Time  – 37.5 hours per week 


