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Job Description: 
Executive Director

General Description: The Executive Director is responsible for the management and administration of all aspects of library services, staffing, programs, and facilities. This person is the only employee of the District that is hired and managed by the Board of Trustees.  When the Board is not in session, the Executive Director is the highest authority for the Library District.  Extensive positive interaction with all stakeholders is expected.  
Qualifications
· Master’s Degree in Library Science from an ALA accredited program
· Profound flexibility to successfully ensure delivery of appropriate library services in a variety of circumstances with a friendly and welcoming attitude towards everyone
· Excellent customer service, communication, and organization skills
· Problem solving, flexibility, judgement and willingness to make decisions and take responsibility for the outcomes
Required Experience
· Minimum of 5 years of experience in public libraries at increasing levels of management 
· Experience selecting, training and supporting professional staff
· Experience in all aspects of public library service including programming, collection development, and technology services
Direct Library Services and Operations
· Deliver quality services in a safe and welcoming manner for all patrons.
· Curate a meaningful collection of materials and programs for the information, education, entertainment and enrichments needs of the community.
· Develop and nurture relationships with appropriate resources to promote library services 
· Develops short term and long range goals, plans and priorities for collections, programming, services, and all other operations in keeping with the library’s mission statement and policies.
· Complete and submit the Annual Report to the Texas State Library and Archives Commission.
· Delegate tasks as necessary to maintain smooth operations.
· Perform any and all general library service tasks as needed.
District Administration 
· Serve as primary spokesperson for the district and respond to community concerns.
· Ensure compliance with all applicable state and federal laws and regulations and file any and all required reports for compliance.
· Provide professional representation of the library at public, legislative or community functions and meetings.
· Keep current on developments in the field of library science and services as well as trending issues for public libraries.
· Maintain awareness of legislative trends and changes as they apply to Special Purpose District.  
· Serve as Election Officer for a public election every year.
· Oversee records management, public information, and open meetings in accordance with applicable laws.
· [bookmark: _GoBack]Serve as Board Liaison by attending meetings and preparing necessary reports.
· Collaborate with other special purpose districts, libraries, and communities to create shared strength and knowledge.
Human Resources
· Directly supervise administrative and management staff to include recruitment, training, scheduling, recognition and evaluation. Oversee all other library employees.
· Guide individual goal setting, continuing education, rewards and redirection as necessary for all employees with regular group and individual meetings.
· Create and maintain job descriptions and scheduling rubrics to accurately determine and meet staffing needs.
· Approve and manage all compensation/benefits offerings to include periodic bonuses and rate increases as approved by the Board of Trustees.
· Ensure access to accurate and complete procedures and policies as well as any necessary training. 
· Demonstrate behaviors that promote positivity, extend dignity, and encourage the team to work together towards a supportive work culture focused on public service.  
· Model strong leadership qualities including integrity, discretion, patience, commitment, empathy and curiosity.
Financial Oversight and Management
· Develop, execute and monitor the annual budget to ensure appropriate expenditure of Board approved funds.
· Oversee the successful completion of an independent annual financial audit.
· Provide good stewardship of public funds through adequate and transparent controls.
· Liaise with area taxpayers, the Texas State Comptroller, and associated financial institutions to manage the library’s finances, both capital and operational.
· Research, apply for, and manage grants and fundraising projects as appropriate.
Facilities Maintenance and Development
· Manage all capital projects and expenses from conception to completion.
· Oversee facility management and maintenance tasks, both with ongoing contracts and intermittent repairs/inspections.
· Ensure the library is safe, secure, and welcoming for patrons and staff.
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