
 
 

Position Description 
Waterloo Public Library Director 

 
 
The Library Director is the chief operating office of the Waterloo Public Library. The 
Director provides visionary leadership; executes administrative responsibility for 
implementing policies of the Library Board; oversees the educational, cultural, and 
informational services relevant to the Waterloo community in accordance with the 
mission and goals established by the Library Board; assures stewardship of the library’s 
financial, collection, and facility resources; and guides the processes of staff selection, 
development, and evaluation. Acting under policy directives and guidelines established 
by the Board of Trustees, the Director exercises independent judgment in all aspects of 
the library’s management and administration. 
 
Duties and Responsibilities 
 
Administrative 
 

- Plans, organizes, and manages the programs and services of the Waterloo 
Public Library 

- Establishes goals for the library and measures accomplishments against 
recognized library standards 

- Studies and interprets community needs, considers regional and national 
trends in library services, and develops new programs and services to 
effectively meet the needs of the community 

- Advises, consults, and confers with the Library Board of Trustees, other 
library professionals, state and local officials, citizens and community groups 

- Develops and supervises library procedures, policies, and public information 
 
Financial 
 

- Develops and recommends the annual budget for the library 
- Administers expenditures of funds within budget constraints 
- Approves expenditures and implements budgetary adjustments as 

appropriate and necessary 
- Seeks alternative and expanded funding through gifts and public and private 

grants 
- Recommends opportunities and programs to increase the library’s 

endowment funds 
 
 
 



Personnel 
 

- Determines staffing levels for efficient and effective service 
- Recruits, selects, and trains new professional personnel 
- Defines and assigns staff duties and responsibilities 
- Establishes lines of authority and delegates work to library staff 
- Coordinates continuing training and development of library staff 
- Evaluates the performance of department heads and supervises the 

evaluation of other employees 
 
Public Relations/Marketing 
 

- Directs public relations programs to promote and publicize the library to the 
community  

- Communicates to the community the services, resources, and programs 
provided by its library 

- Resolves patron and community concerns 
- Represents the library to the community and local government 
- Strives for an active, high profile role in representing the library to 

professional, community, business, civic, and governmental entities within the 
community 

- Provides services to the profession and state through participation in the Iowa 
Library Association, Public Library Association, American Library Association, 
and other related organizations and agencies 

 
Qualifications 
 
Requires a Master’s of Library Science (MLS/MLIS) and at least seven years of broad 
experience in all major phases of modern public library services and administration 
including at least five years of management experience. 
 
Ability To: 
 
Follow all safety rules and regulations of the library 
 
Maintain effective audio-visual discrimination and perception needed for: 

- Making observations 
- Communication with others 
- Reading and writing 
- Examining library materials 
- Operating assigned equipment 

 
Maintain mental capacity which allows the capability of: 

- Making sound decisions 
- Evaluating programming and service needs 
- Sorting and cataloging materials in alphabetical or numerical order 



- Demonstrating intellectual capabilities 
 
Effectively handle a work environment and conditions which involve: 

- Working closely with others 
- Dealing with the public 
- Exposure to computer screens 
- Irregular work hours 

 
Maintain physical condition appropriate to the performances of assigned duties and 
responsibilities which may include the following: 

- Sitting for extended periods of time 
- Lifting and carrying books and materials 
- Operating assigned equipment 

 
 


