
APPOMATTOX REGIONAL LIBRARY SYSTEM

POSITION DESCRIPTION/LONG FORM Rev. 4/2011
POSITION TITLE: Branch Manager
CLASSIFICATION: Managing Librarian
IMMEDIATE SUPERVISOR: Regional Library Deputy Director 

FLSA DESIGNATION: Exempt Full Time, 37.5 hours/week
Position Summary

The position manages the operation of the branch including responsibilities for implementation and monitoring of all library procedures to meet the needs and interests of patrons.  Tasks include, but are not limited to, circulation, interlibrary loan, technological, reference and all related library procedures.  The manager participates in overall library planning, development and evaluation of programs, services, goals and library public relations. 
Essential Functions and Responsibilities 
1. Provides direction and supervision to the circulation staff, general reference staff and general operations for the location.
2. Oversees library automation system, The Library Corporation Library.Solution, for checking in and charging out of library materials, processing patron records, and determining materials status.

3. Conducts staff meetings and training sessions; monitors workload of staff and facilitates completion of tasks.

4. Designates goals for overall efficiency of the branch services and its individual staff development; drafts various procedures/forms to accommodate new and revised department procedures.

5. Monitors and assists with patron activities in the library.  Seeks solutions to provide quality customer service. 
6. Participates in library-wide planning and decision making as a member of the library management team to improve the quality of library services.

7. Answers reference questions and performs readers’ advisory services. 

8. Reviews assigned media and selects books and other library materials for purchase on the basis of established selection criteria and the needs of library users. 

9. Verifies book orders for exact bibliographic data and related information to ensure proper ordering using the Online Selection Assistant. 

10. Participates in library committee work and contributes to cooperative efforts in producing recommended reading lists and selection lists. 

11. Performs other related duties as required.

Knowledge, Skills, and Abilities 

· Ability to plan, organize and administer a department.

· Demonstrated management and supervisory skills.

· Ability to learn and use the library computer system with high degree of efficiency.

· Desire and ability to serve the public with friendliness, tact, and diplomacy.

· Excellent written and oral communication skills.

· Ability to work well under pressure, paying close attention to detail.

· Ability to delegate work effectively.

· Ability to set own priorities for work to be done, and to meet deadlines.

· Ability to establish and maintain effective working relationships with staff members, government officials and staff, and the general public.
· Advanced computer knowledge base and understanding of computer networks.
Work Environment 

Administers work typically sitting in an office and standing at a public service desk, with occasional walking, light lifting and other limited physical activities. Frequent sustained operation of computer and other office equipment is required. Regular contact is made with staff members, government officials and staff, vendors, and the general public. The job is located in the library buildings. This job is based at the Appomattox Regional Library System Prince George Branch and may require work in the City of Hopewell and  Dinwiddie county.  

Education, Experience, and Training

Education – Bachelor Degree from an accredited college or university and a Masters Degree in Library Science from an ALA accredited library school.  Possession of State Certification as a Librarian issued by the Commonwealth of Virginia to be attainable within sixty days.


Experience – 3-5 years at a supervisory and/or management level, which reflects initiative and responsiveness to the dynamic nature of public library services.

Additional Qualifications

Requires valid driver’s license and travel among various library sites. May be required to work evenings and weekends. 
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