
June 2014 1 

JOB TITLE:   Librarian IV, Branch Manager 
 
DEPARTMENT:   Administration 
 
LOCATION:   Westacres Branch 
 
JOB SUMMARY: The Branch Manager performs a variety of 

professional, administrative, supervisory and public 
service duties pertaining to the daily and long-term 
operations of the facility. 

 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 

1. Plans, organizes, and directs the operations of the branch.   Sets goals and 
objectives and assigns tasks to staff members.  Evaluates effectiveness of the 
branch and sets standards for staff.  Of particular importance is the standard of 
customer service and collection development. 

 
2. Responsible for the overall appearance, maintenance and safety of the facility 

and grounds which includes an environment that is welcoming, uncluttered and 
functional.  Provides direct supervision to the maintenance staff to ensure a 
clean, safe and properly maintained facility at all times.  Monitors the progress of 
work orders for the Branch.  Provides input on all building and maintenance 
related contract bid documents. For items related solely to the Branch, manages 
the bid process through to the Board report.  Prepares, in conjunction with 
maintenance staff, a monthly facility maintenance report. 
 

3. Maintains the capital maintenance and capital replacement schedules for the 
Westacres Branch. 

 
4. Assumes supervisory responsibility for the branch staff, including hiring, 

orientation, scheduling, supervision, evaluation, training and development of 
staff. Plans for the optimum utilization of personnel. Ensures that all staff is 
aware of and follows established library policies, procedures and work rules.  
Reviews and approves department time cards. 

 
5. Prepares, oversees and monitors the budget for the branch, which includes 

requesting special maintenance or capital purchases.  Responsible for the 
oversight of purchasing for the Branch ensuring that all established procedures 
are followed and spending deadlines are met.   

 
6. Responsible for the overall materials collection development and maintenance 

for the branch ensuring that user needs, interests, and usage patterns are 
analyzed to determine the direction and focus of the Branch collection.  Assumes 
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direct responsibility for collection development and maintenance in designated 
areas of the collection.  Facilitates and monitors the collaboration with Main 
library staff for materials ordering. 
 

7. Responsible for effectively marketing and promoting branch resources, programs 
and services through quality print materials, in-library displays, e-Newsletters, 
social networking, website, etc. adhering to established standards, procedures 
and deadlines. 
 

8. Responsible for oversight of content development related to the Branch included 
anywhere on the Library’s websites, social networking sites, e-Newsletters, print 
materials, etc. 
 

9. Provides input to Director on necessary changes in the department’s physical 
layout or needed equipment and furniture which would improve or enhance the 
user experience and/or the department’s operations. 

 
10. Manages the development and implementation of services at the branch, as well 

as investigating and suggesting new services.   
 

11. Responsible for the development and completion of strategic plan initiatives for 
the branch.   
 

12. May Chair library-wide committees and direct the work of committee members. 
 

13. Suggests policies and policy revision on all aspects of library services to the 
Director.  Develops, implements and keeps up-to-date branch-wide procedures, 
such as emergency procedures, as needed. 

 
14. Develops branch schedules to ensure optimum utilization of personnel, high 

quality of customer service, and adherence to established scheduling guidelines. 
 

15. Responsible for handling/reviewing patron complaints, comments, and 
compliments and soliciting testimonials. 
 

16. Responsible for the Branch’s fixed asset inventory by reporting new, discarded 
and changes in location per establish procedure to the finance manager. 

 
17. Sets and chairs regular branch meetings. 

 
18. Prepares monthly, quarterly, and annual branch and statistical reports, as well as 

any other reports as requested by the Director.  Provides the Main Library 
Branch manager information needed for the Board monthly statistical report. 

 
19. Serves as volunteer coordinator for the branch or assigns a designee. 
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20. Responsible for copy machine, circulation and printing revenue collection and 
reporting. 

 
21. Proactively pursues community outreach opportunities for the Library and its 

staff.  May be assigned to act as a liaison to community groups and 
organizations. 

 
22. Serves on the Director’s administrative team. 

 
23. Communicates and collaborates with the Main Library Branch Manager and all 

department heads regarding services, programs, resources and issues. 
 

24. Serves as the librarian-in-charge of the facility.  May be placed in charge of the 
Library in the absence of the Director.  Must be knowledgeable about and able to 
make decisions dealing with library security, policy, emergency procedures and 
conflict resolution and train others to do the same. 

 
25. Serves as the contact person to the police/fire departments and alarm/security 

companies for the Westacres Branch.  Assigns keys, lockers and alarm codes to 
appropriate branch personnel. 
 

26. Assigned as an adult or youth services representative to library-wide 
projects/work. 
 

27. Provides reference and reader’s advisory service to the public.    
 

28. Provides instruction and support of patrons’ use of the online catalog, mobile 
devices, eMedia resources, including eBooks and eAudiobooks, digital 
collections, electronic databases, subscription services, etc. 
 

29. Assist users with computers, printing, software, scanning, photocopies, faxes, 
wireless access and other technological services provided by the Library. 

 
30. May perform basic circulation tasks when required for effective customer service. 

 
31. Assumes a leadership role in promoting communications and positive working 

conditions with peers, subordinates and supervisor. 
 

32. Exercises professional responsibility by maintaining membership in state and 
national library organizations, attending conferences and workshps, reading 
professional literature and keeping abreast of legislation, best practices, issues, 
trends, and research within the profession.  Encourages other staff to do the 
same. 

 
33. Maintains positive and proactive customer service behaviors at all times and 

encourages all staff to do the same. 
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34. Other duties as assigned. 

 
 
DESIRED QUALIFICATIONS: 
 

1. Master degree in Library and Information Science from an ALA accredited library 
school or equivalent education/experience. 

 
2. 3-5 years of library experience, preferably in a public library.   

 
3. Supervisory experience preferred. 

 
4. Experience in project development, implementation and supervision preferred. 

 
5. Experience in public speaking. 

 
6. Ability to deal effectively with the public in a tactful, courteous manner. 

 
7. Excellent verbal, interpersonal and written communication skills. 

 
8. Demonstrated competency with informational technology including eMedia, 

mobile devices, electronic resources, online catalogs, social networking, the 
Internet, etc. 

 
9. Strong organizational and time management skills. 

 
10. Demonstrated ability to use office productivity software, such as Microsoft Word, 

Excel, PowerPoint, and Outlook. 
 

11. Ability to work with minimum supervision. 
 

12. Ability to exercise initiative and independent judgment. 
 

13. Ability to promote and maintain effective relationships with other staff and foster a 
team environment. 

 
14. Positive service attitude. 

 
15. Valid Michigan driver’s license. 

 
PHYSICAL ACTIVITY REQUIREMENTS: 
(Degree of physical demands (strength) usually associated with the essential functions 
of the position) 
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Light Work:  Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of 
force frequently, and/or negligible amount of force constantly to move objects.  Light 
Work usually requires walking or standing to a significant degree.  The type of physical 
demands usually associated with the essential functions of this classification are:  
stooping, kneeling, crouching, reaching overhead and horizontally, handling, fingering, 
feeling, talking, hearing and seeing. 

 
 
REPORTING RELATIONSHIPS: 
 
This position reports to the Director.   This position works closely with the branch 
manager and department heads at the Main Library. 
 
This position supervises all levels of staff. 
 
 
 
 


