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Town of Danvers 
Position Description 

 
 

Title: Library Director  Salary Range: M-2 

Department:  Peabody Institute Library Reports To: Board of Trustees 

Effective Date:  May 1, 2021 FLSA Status:  FLSA Exempt 

 
GENERAL SUMMARY: 
Under the direction of a nine-member Board of Trustees, the Director is responsible for the administration and 
operation of the Library, and for providing services to effectively meet the diverse cultural, recreational, historical, 
and educational needs of the community.  The Library Director performs regular duties independently, referring 
any policy matters, with recommendations, to the Board of Trustees.  
 
ESSENTIAL FUNCTIONS: 
(The essential functions or duties listed below 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.) 

● Planning and Policy Making: 
○ Plans, organizes, directs, and manages all aspects of municipal library services in conformity with 

the policies established by the Library Board of Trustees, the regulations of the Massachusetts 
Board of Library Commissioners, the rulings of the Town of Danvers and the laws of the 
Commonwealth of Massachusetts. 

○ Responsible for the administration and management of all Library employees. Exercises 
appointing and terminating authority for all Library positions, in consultation with the Library 
Trustees, as necessary. 

○ Conducts an ongoing planning process that assesses community needs and implements library 
service programs to meet those needs in the most efficient and effective way. 

○ Collects and analyzes community and Library data. 
○ Evaluates program of services and makes changes, as necessary. Initiates and develops programs 

in anticipation and/or in response to community needs. 
○ Establishes and monitors missions, goals, and objectives of the Library. 
○ Evaluates opportunities in the library progression and other fields as they relate to Library 

functions for applicability to local needs. 
○ Formulates policies governing the Library and recommends them to the Library Board of Trustees 

for approval. 
● Fiscal Management 

○ Directs, prepares, and administers the annual budgets of the Town and Trustees based on 
established goals and other related data. Collaborates with the Town Manager, School 
Department and Trustees to develop and effectively manage budgets controlled by independently 
elected bodies and cost drivers that affect the organization holistically. 

○ Administers budgets to ensure cost efficiency and controls expenditures to stay within the 
appropriation level. 

○ Researches and evaluates cooperative purchasing opportunities with other municipal 
departments and other libraries. 

○ Pursues supplemental sources of funding, prepares grant proposals to state agencies, 
foundations, and other organizations to fund new or supplemental programs and/or service 
needs. Administers grants per specific guidelines. Coordinates fundraising activities with the 
Friends of the Library and other community service organizations. 

● Personnel Management 
○ Formulates and administers a comprehensive personnel plan for the effective utilization of staff in 

the delivery of library services. 
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○ Recruits, selects, transfers, promotes and terminates library personnel. 
○ Develops orientation programs, in-service training, and continuing education opportunities for 

personnel at all levels. 
○ Manages staff and coordinates functions in accordance with established philosophy of library 

service, empowering staff to deliver excellent customer service. 
○ Provides leadership in establishing effective working relationships and communications, ensuring 

high productivity and quality public service, and encourages initiative and creativity. 
○ Liaises with Town Human Resources Department for support as necessary. 

● Library Program Management: 
○ Directs the daily operations of the Library to ensure highest quality services and resources 

utilization and to maximize the effectiveness of budget allocation. 
○ Coordinates and analyzes library operations and functions to ensure accuracy, efficiency and 

quality. 
○ Supervises the selection and weeding of all library materials. 
○ Serves as Chief Executive Officer to the Board of Trustees and attends all Board meetings. 
○ Analyzes Library operations and summarizes service developments monthly to provide Trustees 

with the information necessary for fiscal accountability and sound decision making. 
○ Reports on current library trends as they may relate to local library services and operations. 
○ Represents the Library at Town meetings, Town department head meetings, and other municipal 

functions. 
○ Serves as Library Representative to regional and state library funding agencies and professional 

organizations. 
● Property Management: 

○ Manages the proper maintenance and utilization of the Library as a municipal asset. 
○ Analyzes buildings and grounds needs and recommends improvements, repairs, or additions to 

the Department of Public Works as necessary. 
○ Ensures safe conditions for staff and public of all ages within the building and on the groups. 
○ Responds to building emergencies and takes appropriate action. 
○ Ensures servicing of library equipment to maintain proper working order. 
○ Prepares specifications for competitive bidding and selects vendors based on cost and quality of 

services. Negotiates service contracts so as to protect the Library’s interests. 
● Public Relations: 

○ Manages a comprehensive public relations program to emphasize good will and promote the 
Library and its services within the community. 

○ Employs appropriate means of communication to disseminate information and library programs. 
○ Serves as liaison for and promotes ongoing activities. 

● Technology: 
○ Acts as a technology innovator and understands trends as they apply to libraries, patrons, and the 

community. 
○ Acts as a change agent in embracing and standardizing technology for patrons and staff, while 

maintaining the integrity of long-standing library processes. 
Minimum Qualifications: 

● Master of Library Science from an accredited university by the American Library Association. 
● At least ten (10) years of progressively responsible experience and managerial experience, including a 

well-developed approach to supervision that is grounded in leadership. 
● Experience with budget development and administration, public purchasing and facility maintenance, 

and board and municipal government relations required. 
● Excellent written and oral communications skills, and technology skills with an understanding of trends as 

they apply to libraries required. 
● Must be fully committed to providing service excellence to every person who visits, works, or resides in 

the Town of Danvers by embodying the organization’s five core values: inclusion, integrity, accountability, 
positivity, and collaboration. 
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Knowledge, Ability, Skill 
Knowledge: Thorough knowledge of library operations, practices, and long-standing processes. Knowledge of 
developing library trends. 
 
Ability: Ability to plan, organize and collaborate with others, ability to communicate effectively, ability to establish 
and maintain effective working relationships with all town employees, board/committee members, officials and 
the general public. Ability to identify opportunities for library progression and funding. 
 
Skills: Excellent customer service and organization skills. Excellent time-management skills. Excellent written and 
verbal communication skills. Strong project management skills. Excellent computer skills required to utilize the 
various library equipment and technology. Aptitude for working with people and maintaining effective working 
relationships with various groups. Aptitude for working with paperwork and details. Strong skills in dealing with 
the general public and sensitivity to public communications. Strong leadership skills. Effective planning delegation. 
Skilled in the administration and management of departmental budgets. Skilled in the use of applicable library 
equipment and technology.  
 
Supervision 
 

Received: Works under the direction of the Board of Trustees.   
 

Exercised: Responsible for the administration and management of all Library employees. Exercises appointing and 
terminating authority, in consultation with the Library Trustees, as necessary. Direct reports include the Assistant 
Director, Head of Technical Services, Head of Youth Services, Archivist, Reference and Circulation.  

 

WORKING CONDITIONS & PHYSICAL DEMANDS: 
Job Environment 
▪ Work is performed under typical office and library conditions; work environment is moderately noisy and 

subject to frequent interruptions. 
▪ Occasional periods spent outside in non-office environment, subject to all weather conditions. 
▪ May be required to work additional/extended hours to respond to important situations and emergencies. 
▪ Operates a computer, calculator, copier, facsimile machine, and other standard office equipment. 
▪ Contacts are by phone, through correspondence, and in person; they generally consist of an information 

exchange dialogue, discussing routine and semi-complex to complex issues. 
▪ Must understand and abide by confidentiality regulations and standards. 
 

Physical Requirements 
(The physical demands described 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.)  
 

This position is frequently required to sit, communicate, or hear; occasionally required to walk, must be able to 
handle, or feel objects, tools, or controls; and reach with hands and arms.  The employee must occasionally lift 
and/or move objects weighing up to 20 pounds.  Vision and hearing at or correctable to normal ranges.  This 
position requires the ability to operate a keyboard and calculator at an efficient speed. 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTICE: 

• The above statements are intended to describe the general nature and level of work being performed by people assigned to do this 
job.  The above is not intended to be an exhaustive list of all responsibilities and duties required.  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. 

• External and internal applicants, as well as position incumbents who become disabled as defined under the Americans With 
Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable 
accommodation to be determined by management on a case by case basis. 

• This job description does not constitute an employment agreement between the employer and employee, and is subject to change, 
as the needs of the employer and requirements of the job change.  Pay Equity/Equal Opportunity/Americans with Disabilities Act 
Employer. 
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Approved by: 
 
_________________________ _________ 
Human Resources Director    Date 
 

 
Received by: 
 
________________________ _________ ________________________ _________ 
Employee     Date  Human Resources    Date 

 
 
 
 
 
 
 
 
 
 
  


