
Village of Baldwin - Baldwin Public Library
Library Director

The Library Director delivers and maintains a high standard of library services for the community.  They plan,
direct, coordinate, and provide reports of library operations in accordance with policies established by the
Library Board.

EXAMPLES OF DUTIES: Incumbents are expected to learn to assume the full scope of duties, which

includes, but is not limited to, the following:

● Report as executive and administrative officer to the Library Board and advise the Library Board on
policy matters.

● Implement the policies and goals of the Baldwin Public Library as established by the Library Board.
● Develop the annual library budget proposal for review by the Library Board and participate in its

presentation and justification to the village board.  Manage the expenditure of all library funds with the
established guideline.

● Seek funding from donors and granting agencies.
● Recruit, select, hire, supervise, evaluate and terminate library staff. Oversee the staff training program,

Recommend improvements in staffing, organization, salaries and benefits to the Library Board. Plan
and conduct regular staff meetings.

● Maintain functional understanding of all library operations.
● Prepare Library Board meeting agendas and necessary reports in cooperation with the board president.
● Inform and advise the Library Board as to local, regional, state and national developments in the library

field and work to maintain communications with other area libraries.
● Serve as chief consultant to the Library Board in regard to technical matters and library policies.
● Assist with direct customer service at desk, performing circulation and readers' advisory functions.
● Provide reference help and research assistance to patrons.
● Provide information literacy help, instruct customers and staff in wise use of library and scholarly

internet sources.
● Inform staff of history, mission, and role of libraries in society as well as basic principles of library

science,and promote their observance.
● Select, purchase and withdraw library materials in accordance with library policy.
● Work with municipal officials to meet the needs of the library. Attend village meetings as necessary.

Coordinate library activities with neighboring libraries as needed.
● Serve as spokesperson for the library to maintain and strengthen community connections and planning.

Align library objectives to community needs.
● Plan and implement library programs for patron groups (ex. adults, children, young adults) to meet

community needs.
● Cooperate with Friends of the Library to actively support their activities and promote the library.
● Develop and administer the library's overall public relations plan, promoting interest in programs

through publicity, newsletters, cooperation with various community groups and presentations to
community groups.

● Supervise, manage, and when necessary complete administrative tasks necessary to the library’s
effective operation, including communications.

● Serve as a member of the MORE Directors’ Council and actively participate in other professional library
organizations for the good of the Baldwin Public Library.

● Participate in continuing education activities, including those offered by IFLS (Inspiring and Facilitating
Library Success) and the Wisconsin Library Association.



EMPLOYMENT STANDARDS: Knowledge of principles and practices of library science.  Hire, train, supervise
and discipline employees.  Coordinate and delegate workloads and work schedules to set priorities and meet
deadlines.   Evaluate work performance of employees and maintain high standards of library service.  Establish
and maintain effective working relationships with staff, village and county officials, library trustees, the general
public, and community groups such as the Friends of the Library.  Keep current and coordinate the
implementation of technology used to operate and manage the library or utilized to support patrons.  Ability to
interpret statistical data, analyze information, evaluate programs and prepare clear and concise reports and
recommendations.  Ability to understand, develop, interpret and enforce library policies, rules and procedures
to make recommendations for improvements to the Library Board.

Commitment to public service, serving the community in a non-profit setting. Understanding of the history, role,
and mission of libraries and passion for promoting them to the community. Possess wide knowledge of a
variety of classic and contemporary literature and reading genres in various formats for patrons sufficient to
develop a quality, balanced collection of materials and programming.  Maintain a general knowledge of history,
current events, and academic subject areas sufficient to oversee research assistance.  Familiarity with a wide
variety of valid reference sources and ability to assist and instruct patrons in information gathering and
evaluating sources.

Physical demands include, but not limited to, sitting, standing, walking, climbing, stooping, bending, twisting,
reaching, seeing far and near, lifting and carrying 50 pounds or less, pushing and pulling objects weighing
60-80 pounds on wheels.

Qualifications and Experience:
● Bachelor's degree in library sciences or related field from an accredited college or university, including

or supplemented by three semester credits of course work or the equivalent, in each of the following
areas (for a total of 12 credits):

○ Public library administration
○ Selection of all types of library materials
○ Organization of library materials
○ Provision of reference and information services

● Three years experience in library setting.
● Possession of a valid Wisconsin driver's license.


