Draft 9/09/09
TITLE:  Town Librarian 
CLASSIFICATION:
Department Head (DH-13)
REPORTS TO:   The Library Board of Trustees for library policies and rules; the First Selectman for Town administrative policies and rules.  

INDIVIDUALS SUPERVISED:

The Deputy Town Librarian and Administrative Services staff, as well as library department heads (Branch Librarian, Reference Services Librarian, Technical Services Librarian, Children’s Services Librarian, and Information Technology Librarian).

PRIME FUNCTION:  Plan, administer, manage and evaluate public library service for the Town of Fairfield.

DESIRED RESULTS:

· Efficient and cost effective public service that is responsive to the community’s needs.

· Library facilities that are welcoming, clean, safe and meet current library building standards.

· Long range plans that ensure the reasonable development of evolving services to meet changing objectives.

· Recognition by the public and Town of the Library’s unique and essential role in the community.

· Library staff that is committed to public service and skilled in providing this service.

· Library service that upholds the principles of library science, that supports professional ethics, and that complies with all legal regulations.

DUTIES AND RESPONSIBILITIES:

· Ultimate responsibility for all aspects of the Town’s public library service, either through direct supervision or delegation.  
· Formulate, recommend and implement policies and long range plans approved by the Board of Library Trustees.  
· Plan, organize, coordinate, direct and evaluate a balanced program of library services to meet the diverse needs of the community.

· Keep the Library Board and First Selectman informed of developments in library service and participate as a Town department head in the management of Town services.  
· Prepare, defend and administer a cost effective annual budget that reflects the goals of the Library.  

· Direct the maintenance of the library facilities.  

· Oversee the recruiting, training and development, and evaluation of a staff that is expert at providing library service and participating in the goals of the Library, as well as encouraging their growth as Town employees.  

· Establish an effective public relations program and maintain effective working relationships with Town elected officials, other governmental agencies, civic and community groups, and the general public.
· Work collaboratively with the Friends of the Library to enhance Library goals and objectives and to promote the Library in the community.
· Participate in library associations and other professional organizations to stay abreast of developments in library service and public administration.

KNOWLEDGE, ABILITIES & SKILLS:



Must have through knowledge of library principles, library administration, including budgeting and personnel management, and library technologies.  Must have a strong public service attitude and be able to develop a similar attitude in library employees.  Must be able to communicate effectively both orally and in writing. Must be able to delegate effectively and coordinate, supervise and evaluate the work of employees. Must have good judgment, tact and be self-motivated. Must be able to comprehend service needs effectively and be able to plan and implement service goals. Must enjoy working with people and participating in the cultural, intellectual and governmental activities of the community.    Should enjoy reading and be knowledgeable about popular culture.   
QUALIFICATIONS:

REQUIRED:  Master’s Degree in Library and Information Science from an American Library Association accredited university.  Five years of progressively responsible library administration experience including at least three years in a supervisory capacity, or experience which provides a demonstrated potential for performing the duties of the position.
WORK SCHEDULE:

Flexible hours within the 69 hours / 7 days per week the Library is open, or as needed after hours.  Official town work week is 35 hours, but responsibilities and attendance at meetings will require additional hours.

