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EXECUTIVE DIRECTOR 

Exempt – 1 
JOB DESCRIPTION 

                  
DEPARTMENT:  Administration   

         REPORTS TO:  Library Board of Trustees   
 
SUMMARY: 
Manages the library’s daily operations and serves as its representative in local and regional 
community gatherings. 
 
ESSENTIAL FUNCTIONS: 
This document outlines job duties and requirements but may only cover some tasks.  Other projects 
and responsibilities may be added at the library’s discretion.  Employees may need additional job-
specific knowledge and skills.  

• Recommends, helps shape, and implements library policies. 
• Serves as the library’s representative during negotiations, public relations activities, and 

other community events. 
• Handles staff-related tasks, including hiring, supervision, education, evaluation, and 

disciplinary actions.  
• Oversees the preparation of annual budgets and reports for various regulatory agencies 

for Board approval. 
• Manages the library’s budget, finances, and assets professionally and cost-effectively.   
• Researches and crafts a long-range plan and aligns annual library operations with the 

board-approved strategic plan of service. 
• Supports library governance by providing monthly and yearly reports on the library’s 

status.  
• Sets goals, objectives, and tasks to oversee the library’s daily operations. 
• Collaborates with the Board, staff, and community to create a robust and forward-

thinking vision of service and implements it through various strategies. 
• Regularly evaluates efficiency of operations and community impact. 

 
QUALIFICATIONS: 
To succeed in this role, one must satisfactorily fulfill all essential duties and meet the requirements 
of knowledge, skill, and ability.  
 
Education and Experience: 
American Library Association (ALA) accredited master’s degree with EITHER ten years of 
professional library experience OR six years of professional library experience that includes three 
years as a director or supervising at least two staff members with MLS degrees.  
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Required Certificates, Licenses, and Registrations: 
Employment continuation requires active maintenance of all necessary licenses and certificates 
without suspension or revocation. 

• Maintain Indiana State Library Certification: fee paid by the individual. 
• Possession of a valid driver’s license is required. 
• Retains membership in at least one state and/or national professional origination. 

 
 
 
Required Knowledge and Skills 

• Follow instructions, library policies, and procedures professionally. 
• Knowledge of applicable laws, codes, and regulations. 
• Capable of generating extra income through fundraising and grant writing. 
• Principles and practices of records management. 
• Staying updated on professional literature, related journals, seminars, and 

conferences within and outside the professional field to stay informed about 
advancements impacting library practices. 

• Understanding standard office practices and procedures, such as filing and 
operating office equipment. 

• Demonstrate consistency in work habits and attendance. 
• Possesses strong management and leadership abilities. 
• Proficiency in using personal computers and related software. 
• Practical communication skills in both oral and written forms. 
• Develop and implement policies, procedures, and work standards. 
• Prepare clear and concise reports and other written materials. 
• Maintain confidentiality of employee information. 
• Exercise initiative and independent judgment within general policy guidelines. 
• Keep accurate records of work performed. 
• Establish and uphold professional connections with employees, contacts, and 

community members. 
 
The physical demands outlined are essential for job performance, with accommodations available 
for individuals with disabilities. 
 
Physical requirements include mobility for office work, ability to use office equipment, stamina for 
prolonged standing and walking, strength to lift up to 20 pounds, vision for reading and computer 
use, and hearing and speech for communication. 
 
WORKING ENVIRONMENT: 
Flexibility to work evening, night, and weekend shifts. 
 
The job is office-based, with flexible scheduling based on weekly events.          
 
 
 
 
                                                    


