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DEFINITION

To plan, organize, direct, and review the operations and activities of a division in the Department of Library Services; to develop new programs and concepts; to interact with library patrons and the public; to prepare budgets; and to train and supervise division staff.

SUPERVISION RECEIVED AND EXERCISED 

Receives direction from the Director, Library Services.

Exercises general supervision over Supervising Librarians, Senior Librarians, and assigned clerical staff.

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

Develop and implement division goals, objectives, policies and priorities.

Plan, organize, assign, direct, review and participate in the operations and activities of the Technical Services, Branch and Youth, or Reference Division. 

Insure that appropriate resources are available to provide quality service, including personnel, equipment, facilities, technology, and supplies.

Prepare and implement short and long-range plans for the division; implement modifications and improvements to the library system.

Research new programs and concepts for use in the library system.

Interact with library staff, other departments, and the public; answer inquiries regarding library policies and procedures.

Participate in community meetings, conferences, and seminars.

Supervise building projects for new, renovated, or expanded library facilities.

Select, train, supervise, and evaluate subordinate staff; determine staffing assignments for sections within their divisions.

Prepare and administer the division's budget.

Perform related duties as assigned.

QUALIFICATIONS

Knowledge of:
Principles and practices of organization, management, and supervision.

Library resources, services and operations.

Automated library systems.

Training practices and procedures.

Public contact and community relations.

Budget development and administration.

Principles of supervision and development.

Ability to:
Plan, organize, direct and implement a library program.

Coordinate functions and activities between departments and 
outside agencies.

Establish cooperative relationships between the public and the library system.

Communicate effectively in both oral and written form.

Prepare and administer a division budget.

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 Supervising Librarian in the City of Oakland. 

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

LICENSE OR CERTIFICATE

Successful incumbents in this position are expected to operate automotive vehicles in the performance of assigned duties.  Due to the nature of the assignment and the hours worked, public transportation may not be a cost effective or efficient method for traveling to the various locations required.  Individuals who are appointed to this position will be required to maintain a valid California Driver’s License throughout the tenure of employment OR demonstrate the ability to travel to various locations in a timely manner as required in the performance of duties.
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