Library Director Louise Adelia Read Memorial Library
Position Summary:
The Library Director is responsible for the overall management and administration of the Louise Adelia Read Memorial Library. This includes overseeing daily operations, supervising staff and volunteers, managing the library’s finances, maintaining the collection, coordinating programming, and representing the library in community and professional settings. The director works closely with the Library Board of Trustees to ensure the library continues to meet the evolving needs of the community. This position is set to begin in February 2026.
Key Responsibilities:
Administrative
· Manage day-to-day operations of the library.
· Schedule and supervise staff and volunteers.
· Interview prospective staff and make hiring recommendations to the Board.
· Prepare and submit annual reports to the New York State Library and Four County Library System (4CLS).
· Remain informed about new library regulations and compliance requirements.
· Maintain and update the library’s policies and procedures manual.
· Attend 4CLS system meetings and professional development opportunities.
· Provide regular updates to the Library Board regarding library activities and needs.
Financial
· Prepare monthly documentation of bills, receipts, and staff hours for the library treasurer.
· Draft and present the annual budget for Board approval.
· Identify and apply for grant opportunities.
· Organize and oversee fundraising initiatives to support library programs and services.
Collection Management
· Select, order, and catalog books, DVDs, magazines, and other materials.
· Process circulation and interlibrary loans for patrons.
· Request special materials through the library system when needed.
· Conduct regular weeding of outdated or underused items.
Programming
· Develop, schedule, and lead programs for children and adults.
· Collaborate with staff, volunteers, and local organizations to enhance programming offerings.
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Facility Management
· Coordinate building maintenance and repairs with the Hancock Central School District.
· Perform light custodial tasks as needed (e.g., mopping, plunging, minor upkeep).
Museum & Archives
· Oversee and support museum volunteers.
· Update the museum's policies and procedures as needed.
Technology
· Troubleshoot technology issues related to computers, printers, projectors, and other devices.
· Coordinate with 4CLS for technology purchases, updates, and repairs.
· Maintain and support public access to library technology.
Public & Community Relations
· Assist patrons with locating materials, using library resources, and solving problems.
· Provide basic support for technology use (e.g., e-readers, applications, online forms).
· Partner with schools, the local education foundation, and community organizations to develop joint programming.
· Represent the library online and at community events and foster positive public relations.

Qualifications:
· Associates degree (Bachelor’s degree and or Master’s in Library Science or New York State Public Librarian Certification preferred or willingness to obtain).
· Prior library experience strongly preferred.
· Excellent organizational, communication, and interpersonal skills.
· Proficiency with technology, social media and library management systems.
· Ability to work independently and collaboratively.
· Community-minded with a commitment to public service.
· Comfortable performing light physical tasks and basic facility maintenance.

Compensation:
· Salary $42,000-$55,000
· New York State Retirement
· Paid sick and vacation time.
· Health benefits negotiable
