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DISTINGUISHING FEATURES OF THE CLASS:  The work involves performing professional librarian duties, 

and the overall responsibility for planning, organizing and 

coordinating the delivery of system-wide services within a department. This position also may serve as a coordinator 

of specialized service(s) or a manager of a cluster of libraries.  Work is performed under the general supervision of a 

higher-level librarian or administrator.  Supervision is exercised over the work of professional, paraprofessional, 

clerical, and part-time employees.  Duties vary based on assignment. Does related work as required. Duties vary based 

on assignment. 

  

TYPICAL WORK ACTIVITIES (ILLUSTRATIVE ONLY):  

Performs professional Librarian duties including, but not limited to, advanced reference and readers advisory services, 

collection development, cataloging and classification activities;  

Evaluates and recommends new products or services based on the needs of the assigned area; plans and directs 

implementation of new services where required; 

Manages the daily operations of assigned departments under the guidance of a higher level librarian or administrator 

including, but not limited to, assignment of tasks, scheduling, and evaluation of lower level staff;  

Manages a group of branch libraries, making regular visits to provide leadership and direction to lower level 

Librarians on all aspects of branch operations; 

Collaborates with other departments and libraries within system to help effectuate system-wide services and achieve 

the goals and objectives of the library system; 

Evaluates the effectiveness of the collection/services in relation to the changing needs of the users;  

Performs varied and/or specialized professional library work in collection development, including acquisition, 

evaluation and selection, discarding, weeding and withdrawal of library materials; 

Determines priorities in terms of scope and type material to be purchased and retained;  

Directs and supervises work of subordinate staff; 

Participates in staff selection and training as necessary;  

Represents library with external partners and organizations; and serves as liaison to library system with vendors, 

stakeholders, governmental agencies, etc; 

Ensure policies and procedures are up to date, functional, and applied routinely; 

Assists in the preparation of budget proposals and estimates for the assigned area;  

Develops and administers grants and grant programs;  

 Prepares statistical and/or narrative reports, memoranda and correspondence, grant applications and budget estimates; 

Keeps informed of professional developments and current trends affecting libraries through participation in 

professional organizations, meetings, workshops, continuing education courses and reading professional 

materials.  
 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:  

Thorough knowledge of modern principles and practices of library science; thorough knowledge of library materials 

and collection issues for a specific subject area if functioning as a subject specialist or of L.C. cataloging and 

classification if assigned to a support department; thorough knowledge of bibliographic tools and sources; thorough 

knowledge of modern library organizations, procedures, policies, goals and services; thorough knowledge of the 

applications of computer technology to library operations; good knowledge of on-line database systems; skill and 

accuracy in the performance of technical library tasks; ability to plan, coordinate and supervise the work of others;  

ability to exercise leadership and motivate others; excellent communication/presentation skills (oral and written); 

good judgment; analytical skills; resourcefulness; initiative; flexibility; tact and courtesy in dealing with staff and 

public; physically capable of performing the essential functions of the position with or without reasonable 

accommodation. 
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MINIMUM QUALIFICATIONS:  

Master's degree in Librarianship from a library school that is accredited by the American Library Association or 

recognized by the New York State Education Department as following accepted education practices and four (4) years 

of professional library experience subsequent to the MLS.   

  

SPECIAL REQUIREMENTS:  

Eligibility for a New York State Public Librarian's Professional Certificate at the time of application for appointment, 

possession of certificate at time of appointment. Candidates that possess a valid New York State Public 

Librarian’s provisional certificate (issued prior to 1/1/77) also qualify. 

Travel is required for several assignment areas, therefore, candidates may be required to demonstrate possession of a 

valid NYS Driver’s License and means of transportation at time of appointment.  


