Adult Information Services Manager

Title: Adult Information Services Manager
Grade:  14
Classification: Management; Exempt

Immediate Supervisor:  Executive Director
Basic Function:
Performs a variety of complex technical and administrative tasks requiring considerable independent judgment and in-depth knowledge related to the management of the library department, and in accordance with the Library’s mission and core values. Adheres to, supports, and effectively implements Administration and Board policy, procedures, Vision Statement, Mission Statement and Core Values.
Distinguishing Features of the Class:
This classification is professional library work calling for the application of the principles of library science to the assignments. The distinguishing feature of this class is that the duties performed are supervisory and managerial in nature and include extensive contact with community and outside agencies served by the unit. Employees assigned to this class serve as managers of a department or branch and disciplinary authority. Complex and sensitive library problems are solved independently, and in accordance with the Director’s philosophy and direction. 

Characteristic Duties and Responsibilities:
Directs operations of Library Information Services Department by assisting in developing short-range and long-range plans, determining internal policies and procedures, and coordinating the development of goals and objectives for the unit.
Serves as a team leader, with a library-wide perspective; using objective analytical, problem-solving, and consensus-building skills to contribute to decisions affecting overall library services. 

Supports the overall mission as well as administrative priorities of the Library.  Performs administrative duties in a timely, accurate, and quality fashion; this includes completing regular statistical narrative reports; fulfilling planning responsibilities; submitting budget needs requests and implementing expenditures in an efficient and accountable manner.
Aggressively markets the adult collection and services. Arranges for in-house marketing through displays, printed materials, signage, web page visibility, and utilization of other marketing tools. 
Selects and maintains materials for the collection as arranged. 
Represents the library to community agencies and organizations.
Maintains good public relations with the neighborhood, community or target populations served by the unit.
Facilitates external communication and public relations for all adult programs and services through all available print, non-print and electronic means.  

Liaisons with and speaks to community groups interested in adult services.
Manages and leads in the operation of the department. 
Supervises, motivates, trains, coaches, develops and directs all employees in the Adult Services area.
Supervises book discussion groups’ activities by staff.
Makes assignments to subordinates, evaluates their performance, and recommends personnel actions. 
Assists in the interview process and makes recommendations of such to supervisor.
Monitors unit operations and customer service, ensures any necessary corrections are made, and implements staff changes to improve activities.

Resolves complaints in a timely manner. 

Uses project management skills to plan, implement, and coordinate complex or multiple-faceted projects such as surveys, special grant projects, etc.
Supervises and coordinates planning and promotion for various library activities. 
Provides reference assistance.
Assists in budget preparation and maintenance by forecasting department requirements and monitoring/approving expenditures of allocated funds. 

Attends meetings, continuing education programs and conferences to keep informed of current trends, issues and methods related to the assigned area of responsibility. 

Alternates with other library managers as the person in charge of the Main Library and performs the duties associated with this position. 

May lead and facilitate standing or special committees. 

Serves as a member of the Library's Management Team and participates in projects as assigned.
Knowledge, Skills and Abilities:
Thorough knowledge of professional library principles, methods, techniques and procedures.

Ability to lead and motivate employees.
Ability to lead, motivate, plan and supervise the work of others; tact and courtesy; Ability to work productively in a team environment; ability to speak effectively in public; good professional judgment.
Demonstrated ability to troubleshoot public computers, print management software, ILS software and computer scheduling software.
Ability to use office productivity and communications software applications in a computerized, networked environment;
Working knowledge of technologies related to the delivery of reference and other library services.
Grant-writing experience highly desirable.
Education, Training and Experience:
Requires a master of library science degree issued by an ALA-accredited library school and five years of post MLS experience.  Proven success as a supervisor and in employee management required.  
The intent of this summary is to characterize the typical duties and responsibilities that will be required of individual positions assigned to this classification and should not be construed as representing the specific duties and responsibilities of any particular position. Employees may be expected to perform their related duties which are specific to their area that may not be reflected in this class summary.
I have read this job description and discussed it with my Manager.  I am familiar with and capable of performing the basic requirements of this position.
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