Pleasant Hill Branch Manager
Troy-Miami County Public Library
Job Title: Branch Manager

Immediate Supervisor: Director
Status: Full-time 

Benefits: Sick and vacation leave, health insurance, employee assistance program, holiday pay, training opportunities, and membership in the Ohio Public Employees Retirement System

SUMMARY OF RESPONSIBILITIES

An employee in this position advances the mission of the library by providing library services at the Pleasant Hill branch to all ages, including reference assistance, readers’ advisory, programming, community activities, coordinating volunteers, and collection development and collection maintenance. As a supervisor of the branch, the person in this position will model high performance standards, monitor performance, and provide regular coaching and feedback. Additional responsibilities include explaining and enforcing library policies and procedures as well as training for branch library staff on an as needed basis. The successful candidate will demonstrate the willingness and ability to serve as a leader and manager, and will possess excellent interpersonal, customer service, and decision-making skills.

QUALIFICATIONS
ALA accredited MLIS, or currently in a program working towards a degree, or equivalent experience.
Minimum three years of library experience, preferably in a supervisory capacity.

Strong customer service orientation with at least three years of work experience serving the public.
Experience with collection development. Plans, implements, and evaluates programs for children and adults.

Organization skills and detail orientation strengths.

Excellent written and verbal communications skills.

Knowledge of motivation and mentoring techniques and collaborative work style
Excellent written and verbal communication skills

Ability to operate in a network environment and to learn various integrated library system functions used in carrying out essential job responsibilities

Flexible schedule requirements, able to work some nights and weekends.
Knowledge of professional library principles, methods, techniques, and procedures

Ability to complete and compute various math equations when completing reports

Self-motivated, organized, efficient, and productive with excellent time management skills.

Ability to frequently use a keyboard, carry, hold, lift, reach, stoop, sit, turn, push and pull

Ability to operate in a network environment and to learn various integrated library system functions used in carrying out essential job responsibilities

Maintains a positive attitude and a willingness to accept change  
POSITION REQUIREMENTS
· Management: Train, schedule, and supervise branch staff. Monitor and evaluate work performance. Prepares reports and statistics for the branch.  Ensures that building and grounds of the branch are properly maintained. Resolve or report maintenance problems.
· Attendance and reliability: Demonstrates reliability by arriving to work, meetings and appointments on time and by completing assignments in expected time frames. 

· Customer Service: Strives to maintain positive internal and external customer service relationships. Works circulation desk and resolves any circulation problems. Able to plan, implement, and evaluate programs for children and adults.
· Represents the library in an appropriate manner when dealing with staff, managers, vendors, contractors, colleagues, and members of the public. 

· Diversity:  Treats others with respect and consideration regardless of their cultural background, status, lifestyle choices, or position. 
· Initiative: Seeks increased responsibilities. Takes independent actions. Asks for and offers help when needed. Displays original thinking and creativity. 

· Teamwork: Exhibits a willingness to work in a team-oriented environment. Demonstrates pleasant communication skills and supports others in the completion of library operations. 

· Organizational Ethics: Maintains a high level of ethics, integrity, and confidentiality. Follows all library policies and procedures. 

· Technical Skills: The ability to perform necessary tasks, and provide assistance to patrons, using a variety of technologies. 

· Safety/Security: Observes safety and security procedures. Promptly reports potentially unsafe conditions. Operates and uses equipment and materials properly.  Satisfactory completion of background check.

· Professional Development: Stays informed of current trends and issues. Exhibits motivation and commitment to improve work related knowledge, skills, productivity, and abilities. 

The intent of this position description is to provide a representative summary of the major duties and responsibilities performed by an individual working in this job.  Employees may be requested to perform job‐related tasks other than those specifically presented in this description. 

Troy-Miami County Public Library is an Equal Opportunity employer. We recruit and hire the most qualified applicant without regard to race, color, religion, creed, gender, national origin, age, disability, marital or veteran status, or any other legally protected status.
