[bookmark: whitehall-community-library]Whitehall Community Library
[bookmark: library-director]Library Director
[bookmark: position-summary]Position Summary
The Library Director works under the direction of the Whitehall Community Library Board of Trustees and is responsible for the overall operation of the library. The Director oversees library services, staff, collections, finances, facilities, and technology while working to provide welcoming, responsive service to the community.
The Director works closely with the Library Board, staff, municipal officials, community organizations, volunteers, and the public to carry out the library’s mission and to develop services that meet the changing needs of the community.
[bookmark: essential-responsibilities]Essential Responsibilities
[bookmark: administration]Administration
The Director manages the daily operation of the library and provides professional support to the Library Board.
Responsibilities include:
· Implement Board policies and carry out the decisions of the Library Board.
· Prepare the annual budget and monitor library expenditures.
· Prepare agendas, reports, and recommendations for Library Board meetings.
· Complete required reports for the State of Wisconsin, Winding Rivers Library System, and local government.
· Advise the Board on library policies, planning, and current issues affecting public libraries.
· Represent the library within the Winding Rivers Library System and other professional organizations.
· Maintain records and conduct library business in accordance with Wisconsin law and Board policy.
[bookmark: personnel]Personnel
The Director is responsible for hiring, supervising, and supporting library staff.
Responsibilities include:
· Recruit, hire, train, schedule, supervise, and evaluate library employees.
· Foster a positive, respectful workplace.
· Support staff training and professional development.
· Recruit and supervise volunteers as appropriate.
[bookmark: collection-development]Collection Development
The Director oversees the library’s collection in all formats.
Responsibilities include:
· Select and purchase library materials.
· Manage the materials budget.
· Oversee cataloging, organization, and weeding of the collection.
· Maintain a collection that reflects community interests and needs.
[bookmark: public-service-and-programming]Public Service and Programming
The Director works with staff to provide excellent library service and meaningful programs.
Responsibilities include:
· Plan, present, and evaluate programs for children, teens, and adults.
· Provide reference, reader’s advisory, and circulation services.
· Promote literacy, lifelong learning, and digital skills.
· Work with schools, community organizations, and local partners to develop services that benefit the community.
· Respond to changing community needs through library services and programs.
[bookmark: community-relations]Community Relations
The Director serves as the public representative of the library.
Responsibilities include:
· Promote library services through social media, newsletters, the library website, local newspapers, radio, and other communication methods.
· Build relationships with community organizations and local government.
· Support the Friends of the Whitehall Community Library and other volunteer groups.
· Prepare grant applications and pursue funding opportunities when appropriate.
· Encourage community support and awareness of library services.
[bookmark: facilities-and-technology]Facilities and Technology
The Director oversees the library building and its technology resources.
Responsibilities include:
· Oversee the care, maintenance, and safety of the library building and grounds.
· Recommend building improvements as needed.
· Manage library computers, software, and other technology.
· Keep current with new technology that may improve library service.
[bookmark: qualifications]Qualifications
The successful candidate will have:
· A bachelor’s degree or an equivalent combination of education and experience.
· Eligibility for Wisconsin Public Librarian Certification.
· Strong organizational and leadership skills.
· Excellent written and verbal communication skills.
· Experience supervising employees or volunteers is preferred.
· Experience preparing and managing budgets is preferred.
· Strong computer skills and the ability to learn new technology.
· The ability to build positive working relationships with staff, trustees, municipal officials, community organizations, and the public.
[bookmark: knowledge-skills-and-abilities]Knowledge, Skills, and Abilities
The successful candidate should be able to:
· Manage the daily operation of a public library.
· Organize work, set priorities, and meet deadlines.
· Communicate clearly with people of all ages and backgrounds.
· Provide excellent customer service.
· Supervise and support employees.
· Work independently while collaborating effectively with the Library Board.
· Maintain confidentiality when appropriate.
· Prepare reports, correspondence, and other written materials.
· Adapt to changing technology and community needs.
[bookmark: physical-requirements]Physical Requirements
Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of the position.
The position regularly requires standing, walking, bending, reaching, shelving materials, operating computers and office equipment, and lifting or carrying materials weighing up to 40 pounds. Occasional evening and weekend work is required.
This job description describes the general nature of the position and is not intended to include every duty performed. The Library Board reserves the right to modify or assign additional responsibilities as needed.
