Cl ass Code:
City of Anaheim
Cl ass Specification

CLASS TITLE: C TY LI BRARI AN
DEPARTMENT:  COVMUNI TY SERVI CES DEPARTMENT/ LI BRARY DI VI SI ON
CLASS DEFI NI TI ON:

To direct, nmanage, supervise and coordi nate the prograns and activities of the
Li brary Division within the Community Services Departnent; to coordinate
assigned activities with other City departnments, divisions and outside agenci es;
and to provide highly responsi bl e and conpl ex adm nistrative support to the
Comunity Services Director

SUPERVI SI ON RECEI VED AND EXERCI SED:
Recei ves adninistrative direction fromthe Comunity Services Director.

Exerci ses direct supervision over supervisory, professional, technical and
clerical staff.

EXAMPLES OF ESSENTI AL JOB FUNCTI ONS

Assune nmanagenent responsibility for all services and activities of the Library
Di vi si on.

Manage and participate in the devel opnment and i npl enentati on of goals,
objectives, policies and priorities for assigned prograns including all public
servi ces, technical support and administration; reconmend, wi thin Departnenta
policy, appropriate service and staffing levels; recomend and admi ni ster
policies and procedures.

Conti nuously nonitor and evaluate the efficiency and effectiveness of service
delivery nethods and procedures; assess and nonitor work | oad, admnistrative
and support systens, and internal reporting relationships; identify
opportunities for inprovenent and review with the Community Services Director
i npl ement i nprovenents.

Sel ect, train, notivate and evaluate Library Division personnel; provide or
coordinate staff training; work with enployees to correct deficiencies;
i mpl ement discipline and term nati on procedures.

Pl an, direct, coordinate and review the work plan for the Library Division; neet
with staff to identify and resolve problens; assign work activities, projects
and prograns; nonitor work flow, review and eval uate work products, nethods and
procedur es.

Manage and participate in the devel opment and admi nistration of the Library
Di vi si on program budget; direct the forecast of additional funds needed for
staffing, equipnent, materials and supplies; direct the nonitoring of and
approve expenditures; direct and inplenent adjustnents as necessary.

Provi de reconmmendati ons regarding facility needs; set priorities for facility
devel opnent based on community input and staff anal ysis.

Assess community needs and trends; project future denographi ¢ changes and
resul ting needs; develop |ong-range strategies for prograns and facilities based
upon changes.

Coordi nate the devel opnent of fund-raising and corporate support prograns;
coordinate with non-profit foundations to coordinate fund-raising projects and
speci al events.

EXAMPLES OF NON- ESSENTI AL JOB FUNCTI ONS

Serve as a liaison for the Library Division with other Cty departnents,
di vi sions and outside agencies; negotiate and resol ve significant and
controversial issues.

Provi de responsi ble staff assistance to the Comunity Services Director; prepare
and present staff reports and ot her necessary correspondence.
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Conduct a variety of organizational studies, investigations and operationa
studi es; recommend nodifications to Library Division prograns, policies and
procedures as appropriate.

Participate on a variety of boards and conmi ssions; attend and participate in
prof essi onal group neetings; stay abreast of new trends and innovations in the
field of library services

Respond to citizen inquiries and resolve difficult and sensitive conplaints.
Performrel ated duties and responsibilities as required
JOB RELATED QUALI FI CATI ONS

Experi ence: Extensive and responsi bl e experience in the nmanagenment of a public
I'ibrary systemincluding supervision and devel opment of professional enployees.

Know edge of: Operational characteristics, services and activities of a
conprehensive library program organizational and nanagenent practices as
applied to the analysis and eval uati on of prograns, policies and operationa
needs; nobdern and conplex principles and practices of program devel opment and
adnmi ni stration; nodern and conpl ex principles and practices of library science
and their application to a wide variety of library services and prograns;
research and survey techni ques including data collection methodol ogi es and
statistical principles; principles and practices applying to contract

devel opnent and admi ni stration; advanced principles and practices of nunicipa
budget preparation and adm nistration; principles of supervision, training and
per formance managenent; pertinent Federal, State and |ocal |aws, codes and
regul ati ons

Ability to: Manage, direct and coordi nate the work of supervisory, professiona
and technical personnel; select, supervise, train and evaluate staff; provide
adnmini strative and professional |eadership and direction for the Library

Di vi si on; recomend and i npl enent goals, objectives, and practices for providing
effective and efficient library services; elicit comunity and organi zati ona
support for library prograns; create vision and strong | eadership for the
division; prepare and adm nister |arge and conpl ex budgets; prepare clear and
conci se adm nistrative and financial reports; analyze problens, identify
alternative solutions, project consequences of proposed actions and inpl enent
reconmendati ons in support of goals; research, analyze and eval uate new service
delivery nethods, procedures and techniques; interpret and apply Federal, State
and |l ocal policies, procedures, |laws and regul ations; communicate clearly and
concisely, both orally and in witing; establish and maintain effective working
rel ationships with those contacted in the course of work including Gty and

ot her governnental officials, comunity groups and the general public

Physi cal Requirenents: None

Li cense/ Certification Required: Possession of a valid California Driver’s
License is required. Possession of a Master’'s degree in Library Science froman
accredited college or university is desirable

FLSA DESI GNATI ON: Executive Exenpt

NOTE: The above statenents are intended to describe the general nature and
| evel of work being perforned by persons assigned to this job. They are not
intended to be an exhaustive list of all duties, responsibilities and skills
requi red of personnel so classified. All requirenents are subject to possible
nodi fication to reasonably acconmmodate individuals with disabilities.
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