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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR OF LIBRARY

1.00
GENERAL STATEMENTS

1.01
Position Scope

a.
The Director is directly responsible to the Vice President for Academic Affairs for the total operation of the Library.  The Director is responsible for directing and supervising the Library according to recognized standards and guidelines in order that it serve as a curriculum and research resource to the college and the community.

b.
The Director will participate in the formation of general college policies as a member of Standing Institutional Committees and task forces as appointed by the President.

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category


a.
Reporting Relationship:  Vice President for Academic Affairs

b.
Function/Category of Position:  Academic Support/Management and Supervision

c.
Length of Contract:  12 months

d.
Salary Category:  V

2.02
Supervision


a.
Supervision Received:

-The Director of the Library reports directly to the Vice President for Academic Affairs.


b.
Supervision Exercised:

-The Director of the Library supervises the Library Technician(s) and student assistants.
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2.03
Key Areas of Responsibility


a.
Performs position functions in a positive and professional manner.

1.
Exhibits a sense of cooperation coupled with a genuine “what can I do to help” attitude in performance of duties.

2.
Interacts with staff, faculty, and library users in a professional, courteous, well-organized manner, suitable to the position.

3.
Exhibits initiative in developing and implementing improvements in library technical and user services.

4.
Trains and supervises an effective staff to perform both public and technical duties in an efficient, courteous manner; and assists in selection of new staff members.

5.
Actively supports the mission, goals, and values of the college.

b.
Plans and develops a well-balanced, quality print and non-print collection enhanced by effective library services.

1.
Reviews curriculum developments relative to the growth of the collection, and surveys the collection continuously to determine strengths and weaknesses in meeting user needs, implementing changes where necessary.

2.
Reviews library policies periodically to determine effectiveness, soliciting input from faculty, staff and students, and takes steps to strengthen any weak areas, implementing needed changes when appropriate.

3.
Periodically prepares reports that assess library activity (IPEDS, Academic Library Survey {NCES}, etc), and shares the information


with the administration.

4.
Meets with local librarians and the Southeast Kansas Academic Librarian’s Council and Southeast Kansas Library System periodically to discuss mutual concerns and projects; and acts as an advocate for interlibrary cooperation.

5.
Prepares budget requests that logically and realistically represents library needs and administers purchases of material, equipment and services necessary to meet these needs in the most efficient manner.
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c.
Supervises the selection, acquisition, maintenance, and weeding of library materials with the aim of constantly improving the library’s collection.



1.
Encourages faculty members to submit library purchase recommendations and offer advice in weeding older material for his or her area of expertise.

2.
Using recommendations from professional review journals, supervises 


selection of new library materials using the library’s collection development process to determine what areas need improvement.

3.
Continuously searches for ways to improve the efficiency of technical services (interlibrary loan, book processing, cataloging, repairing, weeding, etc.), involving staff in all aspects of this process.

d.
Supervises the preparation of acquired library materials for addition to the collection.

1.
Supervises the cataloging and classification of all materials for the collection.

2.
Supervises all activities from receipt of material through filing and shelving.  (i.e., classification, cuttering, descriptive cataloging, book preparation, barcoding, and shelving).

3.
Supervises maintenance of the library database and online catalog.


e.
Implements, directs, and supervises effective reference and public services.

1.
Trains and supervises staff in circulation of materials and in assisting library users to locate and use materials and information.

2.
Reviews public service practices continuously, in cooperation with the staff, and implements changes when needed to improve services.

3.
Serves as a resource for reference information and assists patrons in the location and use of information and compiles bibliographies and provides reference services for faculty and staff.

4.       Assists faculty by providing library orientation and bibliographic
             instruction for students as part of their class activities, as well as
             providing one-on-one library training for students on an as-needed 
             basis.
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5.
Develops alternative delivery systems for library resources including


web-based access.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.

