COUNTY OF MISSOULA
EXECUTIVE LIBRARY DIRECTOR

09/2021
This position has been determined to be EXEMPT and not subject to the overtime provisions of the Fair Labor Standards Act and Montana Wage and Hour Law.
DEFINITION: Establishes, directs, and coordinates strategies, programs, fundraising, and activities of the Missoula Public Library System.  Implements policies adopted by the Missoula Public Library Board of Trustees. Commitment to building and maintaining strong relationships across sectors with all levels of stakeholders in our community.
EXAMPLE OF DUTIES: (The following are intended to illustrate typical duties; they are not meant to be all-inclusive or restrictive.)

ESSENTIAL FUNCTIONS:

Establishes, implements, and communicates strategies, direction, planning, and programs for the operation and growth of the Library System to suit the needs of the community and directs efforts of subordinate administrators within library policies, with guidance from the Library Board.

Builds and maintains effective and robust relationships with the Library Board and key stakeholders such as the Missoula City Mayor, Missoula City Council, City Department Heads, Friends of the Public Library, Public Library Foundation, business leaders, area schools, and local non-profit organizations.  Works collectively and collaboratively with in-house partners to strengthen programming for citizens.
Attends bi-annual meetings of the Montana Shared Catalog Consortium and works toward the goal of having every library in Montana involved with the consortium.  Participates in regional federation of libraries and state-wide professional association.  

Supervises staff directly or through the Library Assistant Directors including hiring, training, evaluating, and disciplining in accordance with Human Resources policies and collective bargaining agreement, when applicable. Mentors and develops a strong leadership team.
Prepares the annual budget for Missoula Public Library, monitors expenditures, and approves purchases under the adopted budget. Prepares monthly financial reports for review by the Library Board regarding various funds and accounts.
Works with the Public Library Foundation to support donor stewardship, establish new donor relationships, and assist in implementation of fundraising activities.  Prepares grant applications and actively seeks funding for various programs. 

Formulates and recommends policies to the Library Board. Makes adjustments in library facilities and services as necessary to accommodate significant changes in demand. Engages in both short-term and long-term planning to anticipate future demands.  Works closely with the board on strategic and financial objectives. 

Consults with the Library Board, other libraries, academic institutions, officials, citizens, and community groups to coordinate library services within the county and state. Represents the Library Board to the larger community. Directs a strong public relations program to advocate for, promote, and publicize the library.

Supervises participation in and utilization of automated bibliographic systems such as OCLC (On-line Computer Library Center). Maintains an awareness of, and personal familiarity with, evolving technologies in library and information sciences. Proposes adoption of new technology when it would contribute to the efficiency and effectiveness of the library.  Coordinates and collaborates with leadership of in-house partners called AUOR (All Under One Roof).
Engages with the Library Board, staff, and district residents to continually review the Facilities Master Plan.  Oversees care and integrity of the main and branch library facilities. 
OTHER FUNCTIONS:

Performs related work as required or directed.

SUPERVISION RECEIVED:  Reports to and works under the general direction of the Missoula Public Library Board of Trustees.

SUPERVISION EXERCISED:  Exercises supervision over a considerable number of professional, clerical, and other personnel including volunteers through subordinate supervisors.  Oversees the training, development and evaluation of staff members and volunteers.  
WORKING RELATIONSHIPS:  Has numerous contacts with personnel at all levels on specialized matters for the purpose of planning, coordinating, and advising on work efforts or resolving operations or facilities problems.  Has numerous contacts with the general public, outside agencies, and community organizations. Has expertise at delegating authority and maintaining good interpersonal relationships. Is skilled at working with a variety of individuals from various socioeconomic, ethnic, and cultural backgrounds.
WORKING CONDITIONS:   Work is primarily performed in an office setting using a computer work station.  May require occasional travel, locally and out of town to conferences or meetings.  May require occasional lifting in the light range (up to 20 lbs.).  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

KNOWLEDGE:  Thorough knowledge of the principles and practices of modern librarianship.  Thorough knowledge of budgetary procedures and processes.  Awareness of current trends and developments in the fields of executive leadership, management, and public administration. Considerable knowledge of modern computerized library techniques and electronic information resources.  

SKILLS:  Exhibits computer literacy (word-processing, spreadsheet, meeting and presentation software).  
ABILITIES:  Ability to prepare, develop, and present complex library budgets. Ability to efficiently and cost-effectively manage resources. Ability to train, evaluate, and supervise subordinate personnel and volunteers.  Ability to communicate effectively in the English language, both orally and in writing.  Ability to act assertively in dealings with employees, patrons, and public officials.  Ability to promote library services in the community.  Ability to generate original and innovative thinking in formulating and executing library programs.  Ability to establish and maintain effective working relationships with diverse individuals and groups. Ability to make presentations and speak in front of large and small groups. Ability to interpret, apply and explain applicable laws, codes, and regulations. Ability to analyze the implications of various business and organizational situations pertaining to the ibrary to render sound, logical decisions.
QUALIFICATION REQUIREMENTS:

EDUCATION:  Requires a Masters Degree in Library Science (MLS) from an American Library Association (ALA) accredited institution.
EXPERIENCE:  Requires five (5) years of progressively responsible experience in public library work, which includes three (3) years in a high level administrative and/or supervisory capacity.

DESIRABLE QUALIFICATIONS:

Senior leadership experience within a complex library system or comparable public institution. Experience managing library technical IT projects.  Experience participating in mill levy or library bond campaigns.  Experience with fundraising and maintaining a new and unique library facility housing several partner organizations. 
