JOB DESCRIPTION
PUEBLO CITY-COUNTY LIBRARY DISTRICT
_______________​_______________________________________​_________________________
POSITION:
Executive Director
Organization Group:  Executive

DEPARTMENT:
Executive Director’s Office
Level:  A

EFFECTIVE:
January 31, 2014
FLSA Status:  Exempt

_______________​_______________________________________​_________________________

This Job Description identifies the major responsibilities of this job.

▪▪ I.
POSITION PURPOSE
The Executive Director is responsible for leading the Pueblo City-County Library District’s multi-facility library system in alignment with its mission, vision, and values.  The Executive Director works with the PCCLD Board of Trustees on short-term and long-range planning and implements initiatives and policies as adopted by the Board.  This position has overall responsibility for the achievement of library goals and key results. 
▪▪ II.
RELATIONSHIPS
 The Executive Director reports to the Pueblo City-County Library District Board of Trustees.  The position directly manages executive support staff and all Officers and Directors.  The Executive Director serves as a liaison with other government and community organizations, and is the official representative of the Library.  This position will have frequent contact with Library customers and members of the community, demonstrating the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background.

▪▪ III.
PRIMARY DUTIES AND RESPONSIBILITIES
Plans and directs the overall operation of the District.

Reports on activities of the District to the Board of Trustees and other external agencies.

Submits recommendations to the Board of Trustees for consideration in establishing policy.  
Selects, manages, directs, and evaluates District staff.

Provides vision and direction for all major change initiatives and organizational development projects.

Represents the District in the community and serves as an active community leader for the furtherance of District goals.

Directs the preparation of an annual budget and presents it to the Board of Trustees for approval.

Develops, interprets, and communicates policies, operational procedures and change initiatives to the staff.

Maintains and enhances information, collection, and programming to meet community needs.

Provides representation and acts as a liaison on behalf of the District with local, state, and federal governments, and local, state, and national associations and professional organizations.

Develops and implements long-range plans for the District in coordination with the Board of Trustees
Has responsibility for developing community, industry, and governmental support, including financial, for district programs.  

Stays current on economic and industry trends that are relevant to library planning and operations.
Encourages staff participation in professional societies and activities conducive to the Library.  

Encourages open communication, collaboration and sharing of information pertinent to PCCLD employees.

▪▪ IV.
OTHER DUTIES AND RESPONSIBILITIES
Serves other roles and functions as directed by the Board of Trustees.

▪▪ V.
QUALIFICATIONS
Education and Experience:  

Master's degree in Library Science from an ALA accredited university is required.  Seven years of professional library experience including five years of progressively responsible management experience is required.  Institutional library leadership experience in a public library is preferred. 

Knowledge, Skills and Abilities:  

Knowledge of the theories, concepts, principles, and practices of modern library management. Ability to effectively express ideas orally and in writing. Demonstrated strategic planning skills. Excellent communication skills with the ability to make presentations, negotiate, motivate and influence others. Skill in establishing and maintaining effective working relationships with employees, community groups, and library customers, and as otherwise necessitated by work assignments.  Ability to develop and implement policies and procedures relative to the work assignment. Knowledge of budgeting principles and practices sufficient to be able to assume budgetary responsibility as required.  Knowledge of employee development principles and practices that will enable the organization of programs for staff development.  Skill in problem solving and negotiation.   Demonstrated computer skills with the ability to learn and use a variety of computer software programs, electronic and digital devices and e-resources.  
Other Requirements:  Must submit to and successfully pass a criminal background investigation and credit check. Must have valid Colorado Driver’s License, insurance and good driving record.

Equal Opportunity Employer.
_____________________________________________________________________________________

This is a revised job description

