TOWN OF NORRIDGEWOCK

P.O. Box 7

Norridgewock, Maine  04957

JOB DESCRIPTION

Librarian
GENERAL STATEMENT OF DUTIES:

This is a part time position covered by the conditions of the Norridgewock Personnel Policy Ordinance.  Responsible for assisting in the planning, direction and operation of a full service municipal library facility including specific responsibility for development of the children’s programming and other activities.
SUPERVISION RECEIVED:  
Receives supervision and direction from the Town Manager and is responsible to the Town Manager or his/her representative.
Supervision Exercised:

Responsible for the supervision of  library volunteers.  All volunteers must be approved by the Town Manager.

Essential duties and Responsibilities:  
Communication:
1. Position requires extensive communication with general public and users of the library and other municipal employees.
2. Plans, implements, and supervises all children’s programs.

3. Provides reference research and other assistance to library patrons.

4. Responsible for public relations and publicity for children and young adult services. 
5. Works with Selectmen, Town Manager and Board of Trustees, formulates the goals and objectives of the library.
6. Provides input to the Town Manager and Trustees on new programs and activities for the library.

7. Implement all policy and programs created to achieve library goals.

8. Prepares monthly and yearly reports on the operation of the library for the town and trustees.

9. Assist Trustees and Town Manager in setting library budget.

10. Ability to establish and maintain effective working relationship with other employees and general public.

11. Organizes services necessary for operation of the library.

Knowledge Required:

Position requires specialized and extensive knowledge of practices, procedures and policies of library administration gained through experience, education or training. Position requires knowledge of library operation administration and other areas that the Town Manager and or Trustees deem reasonable.

APPOINTMENT:

Appointed by the Town Manager with confirmation by the Board of Selectmen.
RELATIONSHIP WITH SELECTMEN:

Except for the purpose of inquiry and information, the members of the Board of Selectmen shall deal with the administrative officers and employees of the town only through the Town Manager as provided in M.R.S.A. 30-A Sec 2635.

