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JOB TITLE: Adult Services Librarian/Asst. Director GRADE:  P-29  P-8 

DEPARTMENT:  Library DATE:   February 2012 2017 

 

 

The following description is a general summary of responsibilities with some specific duties. It 

is not a total delineation of all duties nor does it limit the responsibilities to those stipulated. 

Position functions as a part of overall municipal team to ensure effective and efficient 

municipal operations. 

 

DEFINITION: 

The Adult Services/Assistant Director is responsible for the day-to-day operations of the adult 

department including staffing, training, collection development and cataloging of adult 

materials. 

 

SUPERVISION: 

Works under the general direction of the Library Director, the employee plans and carries out the 

regular work in accordance with standard practices and previous training, with substantial 

responsibility for determining the sequence and timing of action and substantial independence in 

planning and organizing the work activities, including determining the work methods. The 

employee is expected to solve through experienced judgment most problems of detail or unusual 

situations by adapting methods or interpreting instructions to resolve the particular problem. 

Instructions for new assignments or special projects usually consist of statements of desired 

objectives, deadlines and priorities. Technical and policy problems or changes in procedures are 

discussed with supervisor, but ordinarily the employee plans the work, lays it out and carries it 

through to completion independently. Work is generally reviewed only for technical adequacy, 

appropriateness of actions or decisions, and conformance with policy or other requirements; the 

methods used in arriving at the end result are not usually reviewed in detail. 

 

Employee, as a regular and continuing part of the job, is accountable for the quality and quantity 

of work done by subordinates and assures the accomplishment of the assigned work in the 

prescribed manner. Supervisory functions typically consist of most of the following: plans, 

schedules and coordinates work operations to meet schedules, deadlines and priorities; revises 

work schedules to meet changes in workload or availability of manpower; recommends and 

justifies to higher levels of management changes in the organization of work, work methods or 

assignment of functions to positions that may affect staffing patterns, costs, work standards, etc.; 

assigns work based on varying capabilities of employees; assures that completed work meets the 

required standard of quality, timeliness and cost, taking corrective actions as necessary, including 

rejecting the work; recommends promotions, reassignments, pay increases or other personnel 

actions; oversees attendance and leave, typically including approval of ordinary sick and vacation 

schedules; advises employees of performance requirements and prepares formal evaluations of 

performance; gives advice and instruction on both administrative and work matters; informs 

subordinates of organizational policies, goals and procedures; resolves employee complaints and 

effects disciplinary actions, such as oral warnings and reprimands; has substantial responsibility 

for technical soundness of subordinates’ work. 

 

DISTINGUISHING CHARACTERISTICS: 

1. Requires a broad knowledge of technical services in a public library setting.  

2. Requires strong supervisory and organizational skills. 

3. Ability to work well with the library staff, town officials and the general public. 
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ESSENTIAL FUNCTIONS 

The essential functions or duties listed below are intended as illustrations of the various types 

of work that may be performed. The omission of specific statements of duties does not exclude 

them from the position if the work is similar, related or a logical assignment to the position 

 

EXAMPLES OF WORK:  Including but not limited to: 

1. Responsible for scheduling part-time library clerks to cover the hours the library is 

open. 

2. Provides training to library clerks on the ever-changing library network computer 

system. 

3. Communicates library policies to both the staff and the public. 

4. Acts as chief cataloger of library materials and supervises Technical Service 

Department. 

5. Responsible for selection of adult fiction and non-fiction titles in various formats. 

6. Deals with the public to resolve problems as circulation desk supervisor. 

7. Covers the reference desk as necessary providing assistance to the general public with 

their information needs. 

8. Responsible for working with the library network central site to resolve any problems 

with the computerized circulation and cataloging system. 

9. Responsible for adult collection development including identifying gaps, removing 

outdated materials and integrating new formats. 

10. Represents the library when the director is unavailable. 

 

DESIRABLE QUALIFICATIONS: 

Education and Experience: Master’s in Library Science (MLS); with three to five (3-

5) years technical services experience; 2 or more years of supervisory experience. 

Knowledge, Skills and Abilities: Knowledge of public library technical services 

procedures; ability to mesh and supervise a range of staff positions to create a smoothly 

running unit. 

 

TOOLS & EQUIPMENT USED: 

Integrated Library System, personal computer including word processing, data base 

management software and Internet software; copy and FAX machine; phone; other peripherals 

including printers, scanners, modems, digital cameras, CD-ROM and optical drives; routers, 

switches, bridges and hubs. 

 

PHYSICAL DEMANDS: 

The work physical demands described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made 

to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently required to walk, sit and talk 

or hear. The employee is occasionally required to use hands to finger, handle, feel or operate 

objects, tools, or controls and reach with hands and arms. The employee is occasionally 

required to climb or balance, stoop, kneel, crouch or crawl. The employee must occasionally lift 

and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, 

color vision, peripheral vision, depth perception and the ability to adjust focus. 
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WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the library is generally quiet. 
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