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Job Title: Library Director 
 
Purpose: This professional position reports to the Library Board of Trustees.  The 
Library Director performs professional and administrative duties in planning, 
developing, implementing, and directing public library services for the Lyon 
Township Public Library.   These duties include but are limited to personnel, 
budget preparation and financial management, policies and projects, collection 
development, purchasing, facilities management and community relations.  The 
Library Director is responsible for the management of all public services and 
actions at the Lyon Township Public Library. 
 
*Duties that are priorities and/or are subject to evaluation during performance 
reviews. 
 
Principle Duties: 
Personnel 

 Directly supervises the Head Clerk, Library Technicians, Genealogist and 
all staff librarians. 

 Determines staffing requirements, hires and trains employees. 

 Assigns and monitors the work of staff as needed. 

 Evaluates personnel and makes recommendations to the Board 

 Counsels and advises employees and disciplines as necessary 

 Makes recommendations for continuing education. 

 Conducts annual reviews of all staff. 
Policy and Planning 

 Interprets and administers Board policies. 

 Makes policy recommendations to the Board. 

 Prepares agenda, director’s report, and Board packets for Trustees 
meetings. 

 Attends all Board and committee meetings. 
Financial 

 Prepares the budget with the Treasurer for Board approval. 

 Monitors and approves expenditures as directed by the Board. 

 Administers gifts, state and federal money. 

 Approves and reviews all purchase requests. 

 Annually applies for State Aid. 

 Prepares bills for payment through the Township according the Township 
schedule. 



 Prepares bills and check registers for Board approval at Board meetings. 
Community Relations and Marketing 

 Participates in activities of professional and community organizations. 

 Develops appropriate programs for all age levels to educate, entertain and 
enhance the library mission. 

 Promotes library services through library publications. 

 Promotes library programs and services to the community through print 
and public appearances 

 Accountable for all activities, programs and services. 
Facilities Management 

 Administers maintenance of library facilities and equipment 

 Consults with architects, planners, contractors, janitorial services and 
maintenance workers on facility development and maintenance. 

 Plans for improvement and maximum utilization of facilities. 
Collection Development 

 Orders books and materials in accordance of the Collection Development 
policy for all age levels in the library and in all material categories. 

 Supervises staff that has collection development duties. 
Other Duties: 

 Participates in professional meetings, classes, conference and workshops. 

 Initiates and coordinates grant writing efforts as needed. 

 Attends Township Board meetings as applies to Library operations and 
initiatives. 

 Reads professional materials to update and maintain knowledge and 
skills. 

 Provides to the Board monthly reports of library services and statistics. 

 Provides the board a list of annual goals and projects 

 Files reports with local, state and national agencies as required. 

 Performs other duties as assigned. 
 
Knowledge, Skills and Abilities Required:  
Demonstrated ability to effectively lead, supervise and motivate staff. 
Strong human relations and interpersonal skills. 
Knowledge of print and electronic resources and materials for all ages. 
Knowledge of library automation systems. 
Ability to deal tactfully and courteously with the public; and to establish and 
maintain effective working relationships with co-workers. 
Ability to make develop and make decisions in accordance with library policies 
and procedures. 
Ability to think analytically and to develop new procedures for more efficient 
work flow. 
Familiarity with current technology and electronic sources of information. 



Ability to communicate effectively, both orally and in writing. 
Excellent understanding of library policies, procedures, philosophy and public 
service values. 
Ability to maintain composure in stressful work situation. 
 
Education Requirements:  
Graduated from an accredited four year college, plus a Master’s Degree from an 
ALA Accredited School of Library Science, plus at least four years of experience 
including supervisory experience in a public library. 
 
The above declarations are not intended to be an all-inclusive list of the duties 
and responsibilities of the job described, nor are they intended to be such a 
listing of the skills and abilities required to do the job. Rather, they are intended 
only to describe the general nature of the job. 
 
 


