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CITY OF OAKLAND

Oakland Public Library

Financial and Administrative Services Office

Gene B. Tom, Chief Financial Officer

SUPERVISING LIBRARIAN
DEFINITION
To direct the operations of the main library, branch libraries, technical services, and special services; to train, and supervise library staff; to maintain close liaison with the public; to research problems and make recommendations; and to implement new library procedures.

SUPERVISION RECEIVED AND EXERCISED 

Receives direction from an Administrative Librarian.

Exercises general supervision over Senior Librarians, Librarian II's, Librarian I's and assigned clerical staff.

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

Develop and implement goals, objectives, policies, priorities and performance standards in the main library, branch libraries, technical and special services.

Supervise the operation of branch libraries, the main library, technical services, special services and staff.

Supervise, train, and evaluate a multi-lingual staff; monitor staffing schedules.

Oversee the development of collections which support library programs; manage the collections budget.

Recommend modifications to library policies and procedures; research problems and recommend solutions; study other library systems.

Stimulate public interest in library service; attend community meetings; serve on task and project teams; chair committees; analyze specific library programs.

Develop specifications and work with outside contractors.

Coordinate and assist in the preparation and implementation of long-range plans. 

Write grant proposals for special projects; account for expenditure of grant funds; prepare narrative reports.

Respond to inquiries from the public and agencies regarding library policies and procedures.

Assist in the preparation and administration of the division's budget; approve expenditures for supplies, equipment, and books.

Monitor automated service programs; perform needs assessment.

Prepare and maintain records and reports.

Perform related duties as assigned.

QUALIFICATIONS

Knowledge of:
Library administration, organization, technology, and procedures.

Reference resources, information retrieval, and selection of books.

Principles and practices of organization, management, and supervision.

Automated library functions.

Training practices and procedures.

Public contact and community relations.

Budget development and administration.

Principles of supervision and development.

Ability to:
Analyze community library needs; mobilize materials and resources to meet these needs.

Coordinate functions and activities between the divisions and patrons. 

Develop and maintain effective leadership in a multi-cultural community; work as a team member on library committees and management groups.

Communicate effectively in both oral and written form.

Maintain accurate records; prepare clear, concise reports.

Supervise, train and evaluate assigned staff.

Establish and maintain effective work relationships with those contacted in the performance of required duties.

EXPERIENCE AND EDUCATION
Any combination of experience and education that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:
Two years of experience comparable to Senior Librarian in the City of Oakland, including one year of supervisory experience.

Education:
Master's degree in library science from an American Library Association accredited graduate school.

LICENSE OR CERTIFICATE
Possession of a valid California Driver's License.
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