JOB POSTING
Library Director
Martin Township Public Library
martintpl.43@gmail.com

The Board of Trustees of the Martin Township Public Library is searching for a knowledgeable,
visionary leader to serve as Library Director. The Director will work with the Library Board to
advance library services to meet the present and future needs of our library community.

Martin Township Public Library is a small, rural library serving a population of 1289 and some
unserved areas in the school district. The library has an annual budget of $45,000. The position is
part-time with the library being open 25 hours weekly and 29 hours weekly during the summer.

The library director is responsible for the day-to-day operation of the library and a broad range of
library functions. The library director administers, supervises, and coordinates the work of the
library, staff and volunteers and performs managerial duties related to personnel, library
operations and services, budget, collection development, and building and grounds maintenance
in conformity with policies established by the library board and state and federal regulations.

Job duties and responsibilities

1) Administrative
a) Work with the library board in matters pertaining to and concerning the library including
development and review of policies.
b) Attend the monthly board meetings and prepare necessary documents for the meeting.
c) Follow Illinois Library Laws, rules of the Open Meetings Act and Freedom of
Information Act, acting as the FOIA officer
2) Financial
a) Oversee the annual budget
b) Prepare monthly financial reports for the library board and prepare checks for signing.
c) Attend the annual meeting of Martin Township for review of financial records.
d) Work with the board to draft an annual budget to be presented to Martin Township Board
e) Manage petty cash.
3) Personnel
a) Hire, train, schedule, evaluate, and terminate staff as needed
b) Communicate and provide professional development opportunities for staff
4) Collection Development
a) Selecting, ordering, processing, weeding, and taking inventory of the collections
according to policy guidelines.
b) Review collection development policy biennially
5) Programming and Marketing
a) Oversee the annual Summer Reading Program with help from staff
b) Create new programming for all age groups
c) Create publicity materials for library events including webpage and social media updates



6) Reporting
a) Prepare required reports for State Library and county
b) Including Per Capita Grant and Illinois Public Library Annual Report (IPLAR)
c) Track statistics and evaluate circulation trends
7) Technology
a) Oversee Workflows, the automated circulation system
b) Purchase computers and other equipment
c) Troubleshoot computers, printers, Internet access
d) Evaluate and purchase new technologies depending on the needs of the community
e) Maintain and update the website
8) Other duties
a) Check materials in and out
b) Shelve materials
c) Assist patrons with book selection
d) Process holds and interlibrary loans
e) Answer reference questions
f) Instruct patrons on using online catalog and other computer applications
g) Process and catalog new materials for circulation
h) Delegate or complete light maintenance and cleaning tasks

Other duties may also be assigned as needed
Qualifications

A bachelor’s degree is strongly desired; ideally a MLIS degree is preferred per RAILS system
standards. Experience supervising employees and working in a library setting is preferred.
Candidate should be proficient using computers and other office equipment. Strong
communication skills are needed, both orally and written. Learning the library circulation
system is required. Strong customer service skills will be needed as well as a knowledge of
reading trends for various age groups.

Working conditions/Physical requirements
A flexible work schedule is needed to include occasional evening and Saturday hours as well as

to cover for sick or absent staff. Staff members currently work alone. Must be able to lift 25
pounds, reach above your head and squat to shelve materials.



