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DEFINITION
Under administrative direction, plans, directs, comprehensive library services, programs and operations; determines and interprets departmental policies; hires, trains, supervises and evaluates subordinate staff; and performs related duties as assigned.

DISTINGUISHING CHARACTERISTICS
This is a single incumbent, managerial position with responsibility for the overall management of the Department of Library Services.  The incumbent plans, assigns, and evaluates the work of division managers.  This classification differs from the Agency Director in that the latter directs, plans, and manages multiple departments.

This management level classification is exempt from the regulations of the Civil Service Board. The duties performed involve the exercise of considerable discretion and latitude of judgment in the formulation and development of policies and procedures. 

The incumbent receives direction from the Agency Director of the Life Enrichment Agency and exercises direction over administrative, professional, technical and other assigned staff.

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

Plans organizes, directs and administers the Department of Library Services, including the main library and all branch libraries and special programs, in accordance with the City Charter and Ordinances. 

Directs and coordinates all administrative aspects of the Department; develops and maintains an effective organization with respect to structure, personnel, and facilities; establishes and maintains continual short and long-term planning goals.

Provides creative leadership to the staff in order to develop and implement an overall vision and direction that maximizes the Department’s potential while developing and preserving the current programs and projects; balances the needs of all disciplines with community needs, sets priorities and allocates resources accordingly; oversees and maintains program integrity and management policies.

Develops and manages department budget and expenditures with inputs from administrative and other staff, and ensures prudent utilization of all department resources in accordance with the adopted annual budget; oversees development of grant applications; reviews and approves financial reports, contracts and budget change requests and develops new revenue sources for the Library. 

Develops and directs the implementation of Library goals, objectives, policies, procedures and work standards for the department; coordinates the work of the department with other City departments, outside agencies, consultants and vendors.

Implements the Library strategic plan; monitors and develops long-range plans and short-term objectives for the department, taking into account demographic shifts, social changes, information technology developments and budgetary challenges.  

Directs the preparation of a variety of studies and reports relating to department operations; develops specific proposals to meet them; directs and oversees the preparation of specifications and Requests for Proposal for services; manages and administers contracts.

Provides management direction to a multidisciplinary staff, participates in staff selection, hiring and conducting performance evaluations; provides opportunities for staff development and training.

Provides a high degree of visibility to a diverse multicultural community by serving as chief spokesperson at local, regional and national level and to all government, professional, civic and private agencies, as well as to the media.  

Interprets and communicates community needs, attitudes and resources affecting cultural arts to the Mayor, City Council, City Manager, the Cultural Affairs Commission and staff; oversees the Department’s response to community needs and assures public participation in programs; and establishes and strengthens partnerships with relevant community groups to further the mission and visibility.

Actively participates in management team meetings with the Agency Director and/or City Manager and provides both oral and written reports; furthers the goals and objectives of City management, including affirmative action.  

Actively participates in professional library associations such as the California Library Association, American Library Association, Public Library Association, Urban Library Council and other organizations concerned with public library services. 

Operates a motor vehicle to meet with other service providers, commissions and public agencies.

QUALIFICATIONS

Knowledge:

Extensive knowledge of principles, practices and programs related to the development and implementation of a full service library system for an urban population.

Extensive knowledge of current trends and practices in library sciences and programs. 

Considerable knowledge of organizational and management practices and methods, including goal setting, program development and implementation, and employee supervision.

Considerable knowledge of federal, state and local laws and regulations pertinent to services provided.

Considerable knowledge of the principles and techniques of fund raising and grant development.

Considerable knowledge of organizational and management practices as applied to the analysis and evaluation of programs, policies, and operational needs of City departments.

Considerable knowledge of principles and practices of project management and contract administration.

Considerable knowledge of personnel management, employee relations, team building, budget development, and financial management. 

Ability to:

Develop and implement goals, objectives, policies, procedures, work standards and internal controls; oversee and direct a comprehensive library services function.

Supervise and direct subordinate professional and support staff; interpret and enforce administrative/operational polices, practices and procedures; analyze and solve problems of a complex nature; maintain departmental and state safety standards.

Prepare and administer departmental budgets; negotiate and administer a variety of contracts.

Develop and maintain positive relationships with community leaders, organizations, businesses, the Library Foundation, Friends of the Library, the Library Advisory Commission and other boards, commissions, organizations and volunteers associated with the Department.

Coordinate a variety of projects and activities within the Department and with outside agencies; work effectively with ethnically diverse constituencies; be sensitive to political and cultural issues and concerns; foster good public and community relations, and be capable of formulating future directions and vision for the department.

Develop and maintain positive relationships with community leaders, organizations, businesses and staff; coordinate a variety of projects and activities inter-departmentally and with outside agencies; plan, organize, direct and coordinate a variety of functional specialties with overlapping work areas.

Analyze complex technical and administrative information; evaluate alternative solutions and recommend or adopt effective courses of action.

Communicate effectively and persuasively in both oral and written format; speak in large and small group settings; prepare and analyze comprehensive reports; conduct staff meetings.

Exercise sound independent judgement within general policy guidelines.

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

Identify issues and concerns, develop alternatives, achieve consensus and implement decisions.

EXPERIENCE AND EDUCATION

Any combination of experience and education that would demonstrate possession of the required knowledge and abilities.  A typical way to obtain the knowledge and abilities would be:

Experience:

Five years of responsible management experience in library administration, or a closely related field with two years of supervisory experience. Public sector experience is highly desirable. 

Education:

Bachelor’s degree from an accredited college or university in pubic administration, information services or closely related field.  A Master’s degree in Library and Information 

Studies from an American Library Association (ALA) accredited library school is highly desirable.

LICENCSE OR CERTIFICATE

Incumbents in this job are expected to operate automotive vehicles in the performance of assigned duties.  Due to assignments and hours worked, public transportation may not be an efficient method for traveling to required locations.  Individuals appointed will be required to maintain a valid California Driver's License while employed or demonstrate the ability to travel to required locations in a timely manner.
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