TOWN OF SAN ANSELMO
) TOWN LIBRARIAN

DEFINITION

To plan, organize, manage and direct the library’s resources, services, and programs;
apprise the Library Advisory Board, Town Administrator, and Town Council on
current and long-range activities and concerns; recommend policy changes and
implement procedures; and to provide highly responsible professional and technical
staff assistance to the public.

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Town Administrator, and policy direction
from the Town Council.

Supervises professional, para-professional, technical, and clerical staff and volunteers.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Develop, organize, and direct the operations and activities of the library, involving
personnel, resources, equipment, services, and programs.

Direct the development and implementation of goals, objectives, policies, and
procedures, including book selection and acquisition policies and standards.

Prépare annual proposed budget and work plan; oversee their implementation;
maintain expenditures within authorization.

Direct the development, implementation, and promotion of services, technology,
materials, and facilities for the library to meet community needs and library goals .

Develop and implement departmental policies and procedures, for the efficient and
effective operation of the library.

Direct the selection, acquisition, processing, cataloguing, circulation, and maintenance
of all library materials; review collection for replacement, repair, and discard; confer
with sales representatives and vendors.

Purchase services, supplies, and equipment needed for the operation of the library,
within budget authorization.

Select, train, supervise, and evaluate library personnel.







Interpret and apply Town policies, procedures, rules and regulations.

Education and training

Any combination of experience and training that would likely provide the required
knowledge and abilities is qualifying. A typical way to obtain the knowledge and
abilities would be: ’ '

Experience:

Four years of increasingly responsible experience in professional library work in a
public library, including at least one year of administrative and supervisory experience.

Training:

A Masters degree in Library Science or Information Science, from a graduate degree
program accredited by the American Library Association.

License or Certificate

May need to possess a valid California driver’s license as required by the position.
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