
Tunbridge Public Library (TPL) 
Library Director 
Job Description 

 

Position Description: The Library Director serves as the chief administrator of the TPL.  The 
Director is responsible for all library operations including collection management, financial 
management, information technology management, facilities management, employee oversight 
and management and community relations, as well as creating and implementing programs and 
services.  In many ways the TPL is the center of our small, rural community.  The Library 
Director should engage and enliven the community through traditional and new approaches of 
Library use.   
 

Essential Functions:   
Collection management & services 

- Keep a vibrant, relevant collection through selection, acquisition, cataloging 
and   weeding of library materials.  
- Periodically evaluate the collection with an eye toward community needs and overall balance.  

- Oversee circulation duties including checking items in and out and handling overdues 
- Perform research and reference transactions with patrons including technology and genealogy 
assistance.  

- Participate in the state interlibrary loan service requesting items for our patrons 
and providing materials to others throughout the state 
 
Financial management 
- Purchase library materials for inclusion in the collection 

- Assist in the preparation of the annual budget in consultation with the Board of Trustees.  

- Manage approved budget to ensure fiscal responsibility. 

- Develop and oversee grants; actively support the Library’s fundraising activities 

Information technology management  

- Oversee the use and maintenance of library computers, printers and other information 
technology   (audio books, ebooks, sign in / out, etc.).  

- Publicize and assist patrons in use of library databases, website and online tools.  
- Manage and update TPL website, Calendar of Events, Facebook page, etc.  
 

Facility Management 

- Maintain a friendly, welcoming and clean atmosphere in the Library. 

- Ensure building is maintained with an eye towards safety and efficiency.  

Staff and volunteer supervision and training  
- Recruit and hire qualified Library employees 
- Delegate responsibilities to appropriate staff members 

- Train, supervise, mentor and evaluate Library employees. 

- Recruit and train volunteers.   



Community outreach  
- Create and provide educational, informational and enrichment programs for the community 
including youth and adults, while aligning with the Library mission. 
- Regularly assess current and future community needs and interests; 
- Work with other town organizations, the Tunbridge Central School, and area libraries. 
-  Meet with and support the efforts of the Friends of the Tunbridge Library 

- Develop services to extend library offerings beyond the library building.    

- Promote, publicize and advocate for the library through news releases, social media  and other 
traditional and non-traditional means.  
- Establish hours of operation and access to meet the needs of the public. 

- Monitor public perception of the Library; address patron complaints & public criticism of the 

Library.  

Work with elected Board of Trustees  

- Attend regular Board meetings. 
- Prepare monthly reports for the Board regarding Library events, programs & circulation. 
- Prepare yearly statistics for the Board, Town, State and the VT Department of Libraries.  

- Advise and participate in policy development and review.  

 -Work on strategic and long-range planning  
- Adhere to & implement policies and procedures as established by the Board. 
 

 Professional development  

- Keep up-to -date on new and emerging technologies in library and information 
services.  - Affiliate with state and professional organizations.  
- Attend workshops and classes when relevant and possible.  

   

Other 

- Perform all other duties as assigned. 
 

Reporting Relationship:  The TPL Director reports to the TPL Board of Trustees while 
exercising independent judgment based on professional and technical knowledge, serving as its 
advisor and as an active participant in policy development, goal setting, planning and 
evaluation. 
 

Educational Requirements, General Knowledge, Skills and Abilities: 

B.A. and Vermont Public Library Certification required (or working towards); Master of Library 
Science preferred 

2-3 years of public library experience preferred 

Strong communication skills including both written and verbal skills 

Strong listening, organizational and interpersonal skills 

Commitment to customer service including identify patron needs and the ability to initiate the 
development of policy, procedure, programs and practices to meet those needs 
Ability to delegate authority and work with minimal supervision 

Work Saturday hours in addition to weekday hours 
 


