City of Villa Rica 	 	Class Specifications

[bookmark: _GoBack]Job Title:  Library Manager

Job Summary: This is an administrative and supervisory position responsible for the overall management of the Villa Rica Library including developing and implementing strategic plans, policies, procedures, and practices to accomplish objectives and maintain existing programs.

Major Duties:
· Plans, directs, and supervises City staff responsible for assisting with the day to day operation of the library;
· Schedules, assigns, inspects, and evaluates work; instructs and trains in correct methods and procedures; monitors work on a daily basis; reviews and evaluates employee performance;
· Plans, directs and coordinates, through subordinate level staff, the Library’s work plan; assign projects and programmatic areas of responsibility; reviews and evaluates work methods and procedures; meets with key staff to identify and resolve problems. 
· Prepares and monitors the department budget and prepares special reports as required; analyzes and prepares budget for submission to the City Manager; assumes full responsibility for complete adherence to the funds allocated to the department;
· Manages the development and implementation of library goals, objectives, policies and priorities; 
· Plans, oversees and participates in the development of library collections, services and programs to more effectively meet current and future community needs; 
· Evaluates and selects materials for addition or deletion from collection;
· Communicates with the general public and with community and professional groups to promote and discuss library services and to gain input for improvements in library programs or services;
· Serves as a representative from the City to the local library advisory board, the Carroll County Library Board and if requested, the West Georgia Regional Library Board; 
· Performs other related duties as assigned.

[bookmark: TOC.1.1]Knowledge Required by the Position:
· Thorough knowledge of the principles and practices of modern library systems and programs; 
· Knowledge of methods and techniques of modern library work including cataloging, classification, reference, selection, acquisitions and circulation;
· Considerable knowledge of equipment and facilities required in a comprehensive library system; 
· Considerable knowledge of community library needs and resources; 
· Knowledge of good public relations practices and principles;
· Knowledge of supervisory and management principles and practices;
· Ability to manage and direct the operations and activities of a municipal library;
· Ability to develop and administer library goals, objectives and procedures; 
· Ability to analyze and assess programs, policies and operational needs and make 
       appropriate adjustments;
· Ability to analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals;
· Ability to plan, organize and coordinate a branch of the comprehensive library system; Ability to coordinate, analyze, and utilize a variety of reports and records;
· Ability to communicate effectively, orally and in writing; 
· Ability to establish and maintain effective working relationships with employees, supervisors, other agencies, and the public; 
· Ability to present ideas and recommendations clearly and concisely, both orally and in writing;
· Ability to plan creative, appropriate activities for all ages;
· Ability to establish and maintain effective working relationships with co-workers, supervisors, parents and children.

Supervisory Controls:  The City Manager assigns work in terms of departmental and program goals and objectives.   
		
Guidelines:  Guidelines include departmental and program policies and procedures.  

Complexity:  The work consists of a variety of administrative and supervisory tasks.

Scope and Effect: The purpose of this position is to plan, direct, manage and oversee the activities and operations of the City’s library.

Personal Contacts: Contacts are typically with government officials, vendors, media representatives, co-workers, and the general public. 

Purpose of Contacts: Contacts are typically accessed to give and exchange information, resolve problems and provide services.

Physical Demands: Work is typically performed with the employee sitting, standing, walking, bending, crouching or stooping.  The employee must occasionally lift light to moderately heavy objects and use tools that require a high degree of dexterity.

Work Environment:  The work is typically performed in an office.

Supervisory and Management Responsibility: This position exercises supervision over all library staff. 

Minimum Qualifications:
Bachelor’s degree required; Master’s degree in Library Science or Library Information Science preferred; equivalent combination of education and experience.


