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Job Description: 
Assistant Executive Director

General Description: The Assistant Executive Director supports the Executive Director in the management and administration of all aspects of library services, staffing, programs, and facilities. In the absence of the Executive Director, this person assumes all duties, privileges and responsibilities associated with the management, supervision and administration of the Library District.  Extensive positive interaction with the public is expected.  Other responsibilities include implementation of library policies, resolving problems in a diplomatic and professional manner, curation of the adult print collection, oversight of public programming, and scheduling/managing public desk staff.  
Qualifications:
· Master’s Degree in Library Science 
· Minimum of 5 years experience in public libraries (at least 3 years in a management position) 
· Profound flexibility to successfully ensure library services in a variety of circumstances
· Demonstrated competence with basic computer functions as used in the library setting, familiarity with office suite and Biblionix products is preferred.
· Experience training and supporting both paid staff and volunteers
· Collection development and management experience
· Friendly and welcoming attitude towards everyone
· Excellent customer service, communication, and organization skills
· Problem solving, flexibility, and willingness to make decisions and take responsibility for the outcomes
· Program creation, delivery and evaluation experience
Professional Responsibilities:
· Assist with administrative tasks to include the annual election, budget development, financial audit, annual report, compliance reports and accreditation requirements 
· Supervise hourly staff to include recruitment, training, scheduling, recognition and evaluation. 
· Coordinate facility management and maintenance tasks, both with ongoing contracts and intermittent repairs/inspections.  
· Manage, maintain and evaluate the adult print collections including collection development, deselection, and assurance of proper MARC records
· Create and maintain relationships with appropriate resources to promote library services 
· Update the library’s website as necessary
· Maintain accurate and complete procedures and policies manual for staff
· Provide regular training to patrons demonstrating the library’s digital offerings
· Research, apply for, and manage grants and fundraising projects as appropriate
· Uphold established policies and procedures, and work with the team to improve those policies and procedures as appropriate
· Prepare regular reports for the Executive Director and Board of Trustees as requested
· Provide professional representation of the library at public, legislative or community functions
· In the Executive Director’s absence, serve as Board Liaison by attending meetings and preparing reports
· Liaise with the Friends of the Library, trustee committees, and outside stakeholder groups 
· Supervise library operations and serve as emergency after-hours contact in rotation with the Executive Director
Functions common to all library personnel:
· Provide consistent and excellent customer service to everyone 
· Represent the library professionally and respectfully
· Circulate materials including check-out, check-in, renewals, reserves, and specialty items
· Assist patrons in use of library resources including catalog, calendar, digital library, Eventbrite, databases, computers, and the document station
· Re-shelve materials and other items in the proper manner
· Create and issue library cards and TexShare cards
· Catalog and process materials for circulation, provide basic repairs to library materials
· Solicit and share input from the community regarding library materials and services, receive and refer complaints and non-conformance forms
· As requested, attend continuing education and staff development, assist in training others
· Maintain the library’s physical presence
· Assist with displays and programs
· Provide in-person, telephone, email, and IM reference service
· Other duties as assigned
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