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TOWN OF BELMONT 
POSITION DESCRIPTION 

 
 
POSITION TITLE: LIBRARY DIRECTOR 
 
 

 
PURPOSE OF POSITION 
 
The purpose of this position is to plan, organize, review and direct all library activities; oversees delivery of 
library services, public relations, physical plant maintenance and materials acquisition. The work is 
performed under the general direction of the Library Board of Trustees. 
 
 
 
ESSENTIAL FUNCTIONS 
 
The following duties are normal for this position. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned. 
 
Oversees daily operations and delivery of patron services. Plans, organizes, coordinates and controls 
library operations/programs to ensure library goals/objectives and standards are attained. Advises Board 
of Trustees regarding library activities to ensure consistent application of Library policies, procedures 
and guidelines. 
 
Analyzes library patron needs to develop and implement library policies, procedures and short and long 
range goals, and plan materials acquisitions. 
 
Develops, recommends and administers Library department budget. Forecasts expenditures and revenues, 
administers special grants and trust funds. Monitors revenues and approves budgeted expenditures. 
Researches and develops funding sources, solicits donations and gifts. Directs fundraising activities. 
 
Directs and oversees selection and acquisition of library materials, equipment and supplies. 
 
Directs and performs public relations activities. Promotes and publicizes programs and services, represents 
the library to other agencies, community groups and professional organizations. Attends and participates in 
a variety of meetings. 
 
Directs and prepares records and reports including financial reports, planning documents, annual and state 
reports, grant proposals and other materials. 
 
Oversees physical plant maintenance. Analyzes building and grounds needs, recommends maintenance, 
repairs and capital improvements. 
 
Manages personnel actions. Recommends and approves employee transfers, promotions and discipline. 
Recommends employee recruitment, selection, discharge and salary increases.  
 
Assigns, reviews and evaluates employees work; allocates personnel and coordinates activities. Develops 
and oversees employee orientation, continuing education and in-service training. 
 
Oversees circulation activities. 
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Maintains current knowledge of developments and trends in library information technology, library 
automation, library electronic resources and service programs. 
 
ADDITIONAL FUNCTIONS 
 
Gives informational talks to community groups. 
 
Assists library patrons. 
 
Performs other related administrative duties as required. 
 
 
MINIMUM QUALIFICATIONS 
 
Master’s degree in Library Science from an ALA-accredited school with five years of progressively 
responsible public library experience including supervisory experience. Knowledge of principles and 
practices of library work, automated library systems, and use of library resources and information 
technology required. 
 
 
PERFORMANCE APTITUDES 
 
Data Utilization: 
 
Requires the ability to perform mid to upper-level data analysis including the ability to coordinate, 
strategize, systemize and correlate, using discretion in determining time, place and/or sequence of 
operations within an organizational framework. Requires the ability to implement decisions based on such 
data, and overseeing the execution of these decisions.  
 
Human Interaction: 
 
Requires the ability to manage and direct a large group of employees, including first-line supervisors. 
Oversees and controls employee discipline, selection and allocation, and planning of human resources. 
Requires the ability to provide positive customer service and formal instruction in a classroom or other 
structured setting. 
 
Requires the ability to communicate orally and in writing with. Library employees, Library Board of 
Trustees, Town department heads and employees, community groups, other librarians, patrons, service 
personnel, job applicants and vendor representatives. 
 
Equipment, Machinery, Tools and Materials Utilization: 
 
Requires the ability to operate a variety of library and office equipment such as computer terminal, 
typewriter, telephone, fax machine, calculator/adding machine, computer printer and photocopier. 
 
Verbal Aptitude: 
 
Requires the ability to utilize a variety of reference, descriptive and advisory data and information such as 
financial statements, reports, billing statements, invoices, revenue reports, grant applications, budgets, 
contracts, proposals, personnel forms, job applications/resumes, professional journals, catalogs, reference 
materials, computer software operating manuals, policies, procedures, guidelines and non-routine 
correspondence. 
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Mathematical Aptitude: 
 
Requires the ability to perform addition, subtraction, multiplication and division; calculate percentages, and 
decimals; and may require the ability to utilize principles of fractions and/or interpret graphs. 
 
Functional Reasoning: 
 
Requires the ability to apply principles of logical or synthesis functions involving planning and directing of 
interrelated activities or multiple departments. Ability to deal with several concrete and abstract variables in 
working out approaches to major problems.  
 
Situational Reasoning: 
 
Requires the ability to exercise the judgment, decisiveness and creativity required in situations involving 
the direction, control and planning of an entire program or multiple programs. 
 
ADA COMPLIANCE 
 
Physical Ability: 
 
Tasks involve the ability to exert light physical effort in sedentary to light work, but which may involve 
some lifting, carrying, pushing and pulling of objects weighing five to ten pounds. Tasks may involve 
extended periods of time at a keyboard or workstation. 
 
Sensory Requirements: 
 
Requires the ability to recognize and identify individual characteristics of shapes and sounds associated 
with job-related objects, materials and tasks. 
 
Environmental Factors: 
 
Tasks are regularly performed in safe and comfortable surroundings without exposure to adverse 
environmental conditions. 
 
The Town of Belmont, Massachusetts is an Equal Opportunity Employer. In compliance with the 
Americans with Disabilities Act, the Town will provide reasonable accommodations to qualified 
individuals with disabilities and encourages both prospective and current employees to discuss potential 
accommodations with the employer. 
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