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FLSA Status:  Non-Exempt 

General Definition of Work 

Performs difficult professional work performing a variety of duties relating to collection development and 

promotion, information delivery and customer service, and related work as apparent or assigned.  Work is performed 

under the general supervision of the Library Director. Active participation in the implementation of the library’s 

Long-Range Plan is expected of all employees of Blackwater Regional Library as it relates to their job descriptions. 

Employees are expected to set and accomplish goals for job performance annually as part of the Long-Range Plan. 

 
Qualification Requirements 

To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The 

requirements listed below are representative of the knowledge, skill and/or ability required. 
 

Essential Functions 

Participates as a key member of the Executive Administration Team to set direction for library services and 

initiatives through strategic planning, service and program design, and effective resource development and 

management; participates in system-wide committees as needed 

Develops and maintains adult print, electronic and audiovisual collections; identifies resources in need of promotion; 

offers annual budget recommendations. 

Manages the Technical Services Department to ensure consistent cataloging procedures, speedy materials processing 

and the integrity of the online catalog. May assist in cataloging as needed. 

Maintains branch collections in optimum form by overseeing purchases, gifts and the deletion of materials. 

Investigates trends in technology as pertains to collection; explores ways to utilize technology to improve services; 

keeps library staff abreast of trends in new technologies. 

Provides staff training to ensure that the public receives excellent readers’ advisory service, database instruction and 

customer service; generates new methods for delivering readers’ advisory services. 

Assists in technology training for staff, volunteers and the public to keep them abreast of circulation trends, products 

and software. 

Analyzes circulation statistics to determine circulation patterns. 

Produces pathfinders for print and electronic publication. 

Compiles book, audio, and DVD orders from branch selections; suggests purchases in selected areas 

Inputs and submits orders for all collection materials 

Repairs library materials as needed; orders replacement tapes and CDs 

Plans and directs work of acquisitions and processing staff; recommends transfers, promotions, suspensions and 

terminations; participates in and makes recommendations in the hiring process of acquisitions and processing staff; 

evaluates the performance of assigned personnel 

Supervises assigned staff and performs annual evaluations; reviews evaluations prepared by subordinate supervisors 

Manages inter-library loans, orders and returns 

Oversees annual inventory 

Coordinates and evaluates the library’s circulation software; identifies and solves problems for the staff 
 

Knowledge, Skills and Abilities 

Thorough knowledge of the principles, practices and techniques of public library operation and customer service; 

thorough knowledge of reference, periodicals, local history and other library services; thorough knowledge of 

library system computer applications, personal computer and applicable software; ability to maintain accurate 

records and statistics and complete accurate reports; ability to exercise initiative and independent judgment; ability 

to multitask; ability to communicate ideas effectively both orally and in writing; ability to work independently or as 

part of a team; ability to interact with a diverse population; ability to establish and maintain effective working 

relationships with associates and the general public. 
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Education and Experience 

Master's degree from a library science program accredited by the American Library Association and moderate 

experience in customer service and technology management, or equivalent combination of education and 

experience. 

 

Physical Requirements 

This work requires the occasional exertion of up to 10 pounds of force; work frequently requires sitting, speaking or 

hearing, using hands to finger, handle or feel, stooping, kneeling, crouching or crawling, reaching with hands and 

arms, lifting and repetitive motions and occasionally requires climbing or balancing and pushing or pulling; work 

has requires close vision, distance vision, ability to adjust focus, depth perception, color perception, and peripheral 

vision; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is 

required to perceive information at normal spoken word levels; work requires preparing and analyzing written or 

computer data, operating machines, operating motor vehicles or equipment and observing general surroundings and 

activities; work has no exposure to environmental conditions; work is generally in a quiet location (e.g. library, 

private offices). 

 

Special Requirements 

Possession of an appropriate driver's license valid in the Commonwealth of Virginia

 


