
CHILTON/CLANTON PUBLIC LIBRARY 
100 First Avenue | Clanton, Alabama 35045 

 

LIBRARY DIRECTOR POSITION 

 

Job Summary: Under the supervision of the library board, the Director performs the administrative duties for the 

library. Included are the development of the budget, maintenance of financial accounts and records, as well as 

applying for and administering grants. The Director prepares and submits activity and financial reports. The 

Director assists patrons as needed and is responsible for implementing the goals and objectives for the 

development of a full-service library. 

 

Responsibilities 

1. Plans and coordinates the operation and administration of the library 

2. Formulates library goals and objectives in conjunction with the Board, Alabama  

Public Library Service, staff and community 

3. Develops library policies and programs to implement formulated objectives 

4. Interprets goals, objectives and policies 

5. Interviews, selects and supervises library staff 

6. Plans and conducts regular staff meetings 

7. Evaluates staff performance and provides growth development 

8. Performs collection development 

9. Maintains social media presence 

10. Performs community outreach to promote the library services 

11. Processes and catalogs materials when needed 

12. Provides reference services 

13. Assist patrons at circulation desk 

14. Proctors tests for the public 

15. Performs technical, clerical and bookkeeping duties as required 

16. Plans and coordinates library’s capital improvements 

17. Creates bids and specs for projects 

18. Prepares, interprets and administers the library budget under the supervision of the library board 

19. Seeks additional funds through grant writing 

20. Provides troubleshooting of computer hardware and software  

21. Prepares monthly reports for the library board 

22. Performs preventative maintenance 

23. Checks appropriate licensing for all software and hardware  

24. Encourages circulation of materials by designing displays, flyers and services 

25. Assist patrons in choosing, locating and using library materials and services 

26. Ensures collection is neat and orderly and inspects material for damage or missing bar codes 

27. Issues library cards 

28. Shelves books 

29. Answers phones 

30. Other duties as assigned 

 

Knowledge, Skills and Abilities (*can be acquired on the job) 

1. Knowledge of computer applications and programs as they apply to the library 

2. *Knowledge of library policies, procedures and work relating to both print and non-print materials 

3. Ability to communicate effectively, orally and in writing, with staff and with the public 

4. Ability to communicate effectively with the public, public officials and colleagues in a positive and 

professional manner 

5. *Ability to operate and maintain library equipment 

6. Skill to type proficiently 



7. Adaptability to accept corrects and suggestions 

8. Manual dexterity and physical strength to do required work 

9. Knowledge of databases and online resources 

10. Knowledge of laws and regulations relating to library operation 

11. Skill to prepare budget, meeting agendas and to present reports 

12. Ability to establish and maintain effective relationships with the public, other professionals, public officials 

and colleagues in a positive and professional manner 

13. Ability to plan and direct multiple projects and activities 

14. Ability to effectively supervise employees 

 

Minimum Qualifications 

Requires a MLS or MLIS from an ALA-accredited university and 3-5 years responsible library experience or any 

combination of education and experience comparable to these requirements as determined by the 

Chilton/Clanton Public Library Board. Must possess a valid Alabama driver’s license within 6 months of 

employment.  

 

Work Environment 

The work environment involves everyday risks or discomforts which require normal safety precautions typical of 

such places as offices, meeting and training rooms, libraries and residences or commercial vehicles, e.g. use of safe 

work practices with office equipment, avoidance of trips and falls, observance of fire regulations and traffic signals, 

etc. The work area is adequately lighted, heated and ventilated. 

 

Physical Demands 

The work requires some physical exertions, such as long periods of standing, recurring bending, crouching, 

stooping, stretching, reaching or similar activities lifting moderately heavy items such as record boxes. The work 

may require specific, but common, physical characteristics and abilities such as above-average, agility and 

dexterity. Requires vision and hearing at, or correctable to, “normal ranges”. 

 

Salary and Benefits 

This is a full-time position that often requires evening/weekend hours depending on general operations of the 

library and community needs. Benefits include annual and sick leave, 10-12 paid holidays per year, enrollment in 

Retirement Systems of Alabama. Salary range is $35,000-$45,000, based on qualifications and experience, as 

determined by the Chilton/Clanton Public Library Board. 

 


