
ELLSWORTH PUBLIC LIBRARY 
JOB DESCRIPTION 

 
DIRECTOR 

 
This is a professional position responsible for the general administration and management of 
the Ellsworth Public Library, in accordance with the policies and directives of the Board of 
Trustees and with accepted library practices and procedures. The major areas of responsibility 
include daily operation of the Library, policy development and implementation, budgeting, 
ongoing fiscal management of the library, personnel management and development, collection 
development, community outreach and building maintenance.  In addition, the director 
maintains statistics and records of library usage and submits regular reports to the Board of 
Trustees and the city.   
 
Reports to: Library Board of Trustees 
Classification: Full time, exempt 
 
Essential Duties and Responsibilities: 

 Hires, evaluates, and supervises all library staff; provides professional development 
opportunities for staff 

 Communicates the library’s purpose, vision, and services to the community through a 

variety of methods  

 Carries out the policies of the library as adopted by the Board of Trustees, and 
recommends policy changes 

 Prepares regular reports regarding the library’s operations and programs 

 Attends all board meetings and city department head meetings 

 Maintains an effective working relationship with the city manager and city HR 

 Oversees general maintenance of library facilities and plans for future capital 
improvement needs 

 Oversees the development of the library’s collection based on the needs and interests 
of the community 

 Provides monthly budget reports to the Board of Trustees 

 Prepares and submits annual state library report and an annual city report 

 In consultation with the board, prepares an annual budget for the library’s operation 

 Monitors and approves all budgetary expenditures throughout the year  

 Oversees fundraising 

 Manages and writes grants for library programs and services 

 Works with the Board of Trustees to develop regular strategic plans for the library 

 Other duties as required 
 
Necessary Knowledge, Skills and Abilities: 

 Thorough knowledge of the practices and principles of library administration 

 Thorough knowledge of the educational and programmatic development of a library 



 Experience in all aspects of the operations and development of a library 

 Experience in personnel management and budget preparation and administration 

 Ability to establish and maintain effective working relationships with other employees 
and members of the community 

 
Desired Experience and Training: 
 

 Master’s Degree in Library Science or Library and Information Science from an 
accredited institution 

 Minimum of five years full-time employment in a library, with at least two years in a 
supervisory position  

 Computer and technology proficiency 
 
Physical Demands 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
 
While performing the duties of this job, the employee is frequently required to sit and talk or 
hear. The employee is occasionally required to walk; use hands or fingers, handle or feel 
objects, tools, or controls; bend and reach with hands and arms.  
 
The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities 
required by this job include close vision and the ability to adjust focus. 
 
Work Environment 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of the job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
 
The noise level in the work environment is usually moderately quiet and typical of an indoor 
office environment. Occasional travel to off site meetings and conferences may be required. 
 
The duties listed above are intended only as illustrations of the various types of work that may 
be performed. The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position. 
 
Approved by Board of Trustees: April 18, 2022 
 
 


