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2241300

	
	LIBRARIAN – HEAD



Class Summary

The responsibilities of this classification include supervising assigned staff and developing and implementing overall work program objectives for assigned group. Responsibilities also include developing and maintaining a technical library and providing services to customers in support of agency goals and objectives.

Distinguishing Characteristics

This is the third level within a three-level Library classification series. This classification is distinguished from the Assistant Librarian in that the Head Librarian is responsible for ongoing operation of the library and application of the technical and philosophical body of library knowledge, while the Assistant Librarian is responsible for research and classifying and cataloging materials.

Examples of Duties (May vary by position)

1. Develop and manage a technical library providing customer access to resources.

2. Develop, evaluate and administer policies and procedures.

3. Develop and evaluate the library collection.

4. Evaluate library services and programs.

5. Develop and market services.

6. Respond to requests for information from customers, which may include research, analysis and synthesis.

7. Research, recommend, implement and evaluate new information technology.

8. Develop budget proposals; allocate, plan, manage and evaluate resources.

9. Recommend and approve purchases.

10. Supervise staff and coordinate work assignments.

11. Conduct the hiring process.

12. Prepare progress reports.

13. Train users in accessing library resources and conducting research.

14. Participate in library team projects.

15. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Knowledge generally equivalent to what is gained in a master’s degree in library science

Knowledge of library management theories and practices

Knowledge of collection development theories and practices

Knowledge of reference and research theories and practices

Knowledge of library classification and cataloging theories and practices

Knowledge of marketing strategies and practices

Knowledge of customer service and quality management

Knowledge of organizational theory

Knowledge of personnel laws, rules, regulations, procedures and resources

Knowledge of office procedures and practices

Leadership skills

Decision-making skills

Supervisory skills

Strategic planning skills

Budgeting skills

Problem-solving skills

Research, analysis and synthesis skills

Skill in the use of library technologies including on-line and remote technical databases and bibliographic utilities

Skill in the use of personal computers, word processing and data management software

Skill in managing multiple priorities

Informational interviewing skills

Presentation skills

Facilitation skills

Oral and written communications skills

Interpersonal skills

Business math and statistics skills

Conflict-resolution skills

Time-management skills

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Professional)

	Levels within same series
	Library Technician, Assistant Librarian and Librarian - Head
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