
ORCAS ISLAND LIBRARY DISTRICT POSITION DESCRIPTION 

______________________________________________________________________ 

TITLE:  PUBLIC SERVICES LIBRARIAN 
 

 

Summary 

Regularly and independently exercise overall direction and control over identified operational 

and program areas for the Library.  Recommend, implement and maintain operating 

procedures to assure efficient and effective service to patrons.  Supervise assigned staff and 

volunteer staff to enhance use of available facilities, equipment and the Library's collection.  

Ensure compliance with Library policies and procedures. 

 

Reports to the Library Director 

 

Scope of Responsibility 

Direct assigned staff and volunteer staff in accordance with established plans, schedules, 

budgets and policies with Library Director's approval in matters requiring deviation from 

established policies or procedures.  Requires developing and maintaining effective working 

relationships with volunteer staff, Friends of the Library, schools and other special-interest 

groups in the service area. 

 

Effectiveness is measured through reports, conferences, compliance with policies and review 

of results achieved.  Operates with appreciable latitude for independent action and decisions 

commensurate with demonstrated ability.  Errors in judgment could have definite impact on 

patron service, relations with the community at large, staff and volunteer staff motivation. 

 

Responsible for applying thorough and full-scope knowledge of modern principles and 

practices using sound mid-management and administrative principles and techniques. 

 

Examples of Responsibilities 

Responsibilities may involve any or all of the following activities directed toward optimizing 

service to Library patrons, circulation of the Library’s collections and programming: 

 

Assure that the Library's patron service philosophy is disseminated throughout the Library and 

that results reflect implementation of that philosophy. 

 

Monitor performance of identified Library operations and tasks in conformance with approved 

plans and objectives.  Account for variances and implement corrective action within scope of 

authority.  May be responsible for the operation of the Library when designated by the Library 

Director. 

 

Maintain a viable collection of print and non-print Library materials in identified areas that 

meets the needs of patrons.  Accomplish regular rotation and weeding of the collection in 

accordance with standard policies and procedures. 

 

Ensure or provide prompt assistance to patrons in locating Library materials.  Provide 

reference services and perform related activities necessary to offering timely and effective 

service to patrons. 

 



Within the scope of responsibility, ensure that patron service problems are resolved in a 

courteous and timely manner. 

 

Plan, recommend and conduct or arrange approved Library programs for patrons and 

presentations to community and special-interest groups.  Coordinate publicity of approved 

Library activities. 

 

Identify trends in patron use of identified collection and service areas.  Prepare and make 

recommendations to adapt Library resources. 

 

Provide estimates and forecasts for Library operations within scope of responsibility to assist 

in long-range planning.  Analyze circulation statistics, attendance patterns, and other 

applicable information. 

 

Maintain knowledge of current trends and developments in field of Librarianship.  Participate 

in appropriate Library conferences, workshops, staff meetings, and seminars as authorized.   

 

Qualifications 

A Master's degree in Library and Information Science from an ALA accredited school and a 

State of Washington Library Certificate are desirable.  Other appropriate experience or training 

will be considered. Substantial experience as a generalist or specialist in Library work with 

some supervisory experience is preferred. 

 

Requires ability sufficient to perform thoroughly and accurately the full scope of 

responsibilities as illustrated by example in the above job description.  

 

Requires ability to develop and maintain effective working relationships with other staff and 

volunteer staff members, patrons, Library Board, Friends of the Library, special interest 

groups and the community, understand and follow instructions, both oral and written, and understand 

and comply with the Employee Handbook. 

 

Requires flexibility in scheduling to include nights, weekends and additional hours to cover 

vacation and sick leave needs. 

 

Requires authorization to legally work in the United States at the time of employment. 

 

The statements contained herein reflect general details as necessary to describe principal 

functions of this job, level of knowledge and skill typically required and scope of 

responsibility, but should not be considered an all-inclusive listing of work requirements.  

Individuals may perform other duties as assigned including work in other functional areas to 

cover absences or relief, to equalize peak work periods or otherwise to balance the workload. 

 

THE LIBRARY RESERVES THE RIGHT TO REVISE OR CHANGE THIS JOB 

DESCRIPTION, EITHER FORMALLY OR INFORMALLY, AND EITHER ORALLY OR 

IN WRITING, AS NEED ARISES.  THIS JOB DESCRIPTION DOES NOT CONSTITUTE 

A WRITTEN OR IMPLIED CONTRACT OF EMPLOYMENT. 
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