Coalinga-Huron Library District

Job Description
DIRECTOR OF LIBRARY SERVICES (1.0 FTE)

POSITION SUMMARY

The Director of Library Services is responsible for the management of a public library collection and for
the provision of library services to patrons and community organizations. Duties include policy
recommendation, departmental planning, and direction and administration of library activities. The
Director is required to have thorough knowledge, skill and ability in every phase of the public library
field.

The Director has administrative responsibility for human resources, fiscal and public relations operations
of the library. The Director also has reporting responsibility to the Board of Trustees, the State Librarian,
and the community, and assists in coordinating inter-library program efforts.

SALARY SCHEDULE: Exempt
MINIMUM QUALIFICATIONS

1. Master’s Degree in Library Science from an accredited college or university plus five years of
progressively responsible library administration experience including at least three years in a
supervisory capacity; or

2. An equivalent combination of education and experience.
KNOWLEDGE, SILL AND ABILITY

Through knowledge of the principles of library science, organization and functions; thorough knowledge
of library administration including fundamentals and budgeting; ability to analyze and solve major
problems; ability to develop data and recommendation influencing policy; complete competence in oral
and written communications. Proficient computer skills and knowledge of computer operating systems
are essential.

WORKING CONDITIONS

A. Position requires attendance at meetings outside of the District; valid California Driver’s License
and proof of liability insurance, or alternative means of transportation, are required.

May require working weekends and/or evenings.

C. Requires ability to use physical strength and agility on a continual basis, including lifting objects
frequently weighing up to 30 pounds, and may require constant standing.

ESSENTIAL JOB FUNCTIONS

Displays good communication skills during extensive public contact, promotes customer satisfaction
through friendly, efficient service and resolves customer complaints effectively; ability to establish and
maintain effective interpersonal relationships with other staff and to display team spirit.



Job Description: Director of Library Services

DUTIES AND RESPONSIBILITIES

Drafts and recommends policy to the Library Board and plans for the implementation of public
library goals and objectives.

Directs, evaluates and administers all District library programs, including circulation collections
and acquisitions, reference, reader’s advisory services, children’s services, community services,
and public information.

Provides acquisition oversight; directs the development and maintenance of a public library
collection of books, periodicals, records, films, tapes, and a variety of other library materials.

Directs the development, repair and maintenance of library buildings.

The Director of Library Services and the Board president shall work together to develop the
agenda for each regular, special meeting, and governance calendar. Each agenda shall reflect the
district library’s goals and objectives.

Acts as Secretary to the Library Board of Directors by assisting with meetings, preparing reports,
and implementing policy decided by the Board.

Has fiscal oversight; prepares the annual district budget and presents and defends budget requests
before the Library Board.

Directs and controls expenditure of departmental fund allocations within the constraints of
approved budgets.

Confers with State agencies, other public libraries, corporations, and community groups in the
development of library programs for the community and assists in coordinating interlibrary
program efforts.

Confers with community officials and the general public to provide information and to resolve
problems and complaints; provides direction for quality and improvement and control issues.

Confers with appropriate entities regarding legal issues concerning the library.
Prepares statistical reports on finances or book stock.
Directs the training of library staff in technical and administrative library skills.

Directs and participates in personnel actions such as hiring, termination, assignment, evaluation,
and labor relations.

As State Library Board liaison and San Joaquin Valley Library Services liaison, represents the
library on regional and state committees and serves as the community’s authority on library
issues.

Responds to alarm service provider and meet Police Department representative at library.
Provides backup at Circulation Desk.

Performs other related work as required.



