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SUPERVISOR:	City Administrator
SUPERVISE:	All Library Personnel and Volunteers
PAY SCALE:	LBDR
APPROVED:	October 13, 2026
FLSA CATEGORY:	Exempt
AUTHORIZED FTE:	1 FTE (Salaried)

SUMMARY DESCRIPTION

Responsible for the development, coordination, direction, and administration of operational activities pertaining to the city’s library. Responsible for the management of the library facility, materials, technology, budget, and personnel in order to ensure the efficient provision of services to the community.

EXAMPLES OF WORK PERFORMED

ESSENTIAL FUNCTIONS: The following examples of work are illustrative only and are not intended to be all inclusive.

Develops, maintains, and implements departmental goals and objectives, policies, and procedures designed to ensure the efficient operation of the city library. Recommends amendments to library policies to the Wahoo Library Board for consideration.

Leads development and implementation of the library’s long-range plan based on an assessment of community needs; prepares the Community Needs Response Plan and other materials required to obtain and maintain the library’s Nebraska Library Commission accreditation; and supports Library Board members in completing the continuing education required for board certification

Performs supervisory functions such as staffing (including recruiting and interviewing candidates), scheduling work, assigning work duties, training personnel on various systems, equipment, and techniques, conducting performance evaluations, administering disciplinary action in conjunction with the Human Resources department, reviews, approves and submits department timesheets for  bi-weekly payroll. 

Serves as Executive Administrator for the Wahoo Library Board; answers inquiries and makes recommendations regarding library operations and activities; prepares and distributes meeting agendas (in compliance with the Nebraska Open Meetings Act), reports, statistics, correspondence, etc. May also serve as a member on various other boards and committees, where membership supports promotion of library operations and activities (such as Wahoo Chamber of Commerce, Greater Wahoo Development Foundation, etc.)

Selects, orders, maintains, and withdraws (weeds) library materials including books, periodicals, audio-visual material, digital content access, and library supplies to ensure the efficient provision of services and materials to the community in accordance with any collection development policy the Library Board may adopt or amend from time-to-time; inventories materials and oversees cataloging and the maintenance of accurate records in the library’s integrated library system (ILS), including digital materials.

Coordinates and supervises the library’s computer and technology services (including but not limited to ILS, public computers and Wi-Fi, website and social media, eBook and eAudiobook platforms, and online databases such as Nebraska Access) in order to determine, assess and provide efficient services to the public; coordinates with the City’s IT provider on cybersecurity, patron data privacy, and equipment replacement.

Plans and directs library programs and public relations programs, including but not limited to promoting and publicizing programs and activities through local media, the library website and social media, community organizations and school districts; coordinates public awareness and fundraising activities for various events including building construction and renovations, etc.

Responsible for serving as a liaison with the Library Board, City Administrator, Wahoo Library Foundation architects and/or contractors in planning for various events such as expansions, renovations or new construction; develops and directs the floor plan for the library layout and works with architects and/or contractors in developing plans, maintaining and implementing additional library space, etc.

Ensures a safe, secure, and accessible library environment for patrons and staff; administers the patron behavior policy; develops emergency, security, and incident-reporting procedures in coordination with City departments and local law enforcement; and ensures library facilities and services are accessible to persons with disabilities.

Supervises the planning and direction of various programs and functions including but not limited to the summer reading program, story time and early literacy programs, genealogy and local history, adult and teen programs, and outreach services (such as schools, childcare providers, senior living facilities, etc.).

Participates in local, state, regional, and national professional library organizations to maintain awareness and keep abreast of new procedures, technical innovations and legislation that relates to the library operation as well as coordinating library programs with other organizations and libraries.

Maintains various library program funding, including but not limited to developing and maintaining donor database in coordination with the Wahoo Library Foundation, allocating available funding, preparing grant applications (such as Nebraska Library Commission, private foundations, and state or federal grants), administering grant funding in accordance with policies and procedures.

Provides public records in accordance with Nebraska law and information as needed; conducts library tours and participates in interviews related to the library operation.

Performs administrative duties including the preparation of annual budget requests to the City Administrator; approves and orders library materials, supplies, and professional services in compliance with City of Wahoo purchasing policies and the annual budget; verifies and approves invoices for items purchased and authorization for payment; ensures cash receipting is managed and reported in compliance with processes and policies established by the City Administrator or City Treasurer.

Collects data on items such as circulation statistics, patron usage or other relevant items; compiles data and prepares and presents reports to City Administrator, City Council, and Wahoo Library Board as requested. This may include items such as financial records, various reports and records pertaining to the duties performed such as circulation/patron statistics, director’s report, the annual report to the City Council, and the annual Public Library Survey submitted to the Nebraska Library Commission. 

Maintains library material/supply inventory and ensures equipment is in proper and working order; researches and establishes contacts with vendors regarding the purchase of materials and supplies.

Assists with circulation and reference desk duties, as needed.
Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
· Complex principles and practices of a municipal library organization, administration and operations including methods and techniques of library classification, cataloging, reference, interlibrary loan, online databases, digital content platforms, internet resources and searching.
· Standard print and electronic reference sources, bibliographic tools, and online research tools.
· Principles of supervision, training, and performance evaluation.
· Principles and practices of business correspondence, English usage, spelling, grammar, and punctuation.
· Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, databases, email, and cloud-based collaboration tools, website content management, and social media.
· Principles of customer service, conflict resolution, public relations and marketing, including social media and digital communications.
· Nebraska public library laws (Neb. Rev. Stat. Chapter 51), the Nebraska Open Meetings Act and Public Records Statutes, and Nebraska Library Commission accreditation and certification requirements.
· Principles of intellectual freedom, patron privacy and confidentiality, and collection development and management.
· Principles of budgeting, grant writing, fundraising, and strategic planning based on community needs.
· Current and emerging library technologies, digital literacy, and accessibility for persons with disabilities

Ability to: 
· Plan, assign, direct, delegate and supervise the work of library personnel.
· Perform library and clerical tasks.
· Accurately prepare budget information, financial records, various reports, and documents.
· Obtain a Nebraska Library Commission Public Librarian Certification, at the level required for the library’s accreditation, within three (3) years of employment, and maintain certification through required continuing education
· Lead the library in maintaining its Nebraska Library Commission public library accreditation, as directed by the Wahoo Library Board.
· Plan and organize work to meet changing priorities and deadlines.
· Work with frequent interruptions and a high degree of public contact by phone, email or in person.
· Use independent judgement and personal initiative.
· Plan and organize a personal work schedule, set priorities, and meet deadlines.
· Perform duties with thoroughness, accuracy, and attention to detail.
· Communicate clearly and concisely, both orally and in writing, including presentations to the Library Board, City Council, and community groups.
· Establish and maintain effective working relationships with patrons, other employees, and other agencies.
· Use and troubleshoot library technology, including the integrated library system, digital content platforms, public computers, and website and social media tools, and learn new technologies as they emerge.
· Interpret and apply federal, state, and local laws, City policies, and Library Board policies.


PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein 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 job functions. 

Environment:  Work is performed primarily in a standard office and indoor environment with some travel to different sites; may be required to work extended hours including evenings and weekends and may be required to travel outside of City boundaries to attend meetings, trainings, and conferences, including occasional overnight travel.

Physical:  Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight (up to approximately 40 pounds), such as boxes of materials and loaded book cards, to reach shelving from floor level to approximately seven feet, using a step stool as needed; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard;  to travel to other locations using various modes of private and commercial transportation; verbally communicate to exchange information.

EDUCATION AND EXPERIENCE
Any combination of education and experience that would likely provide the required knowledge and ability is qualifying.  A typical way to obtain the knowledge and abilities would be:

Education/Training:  Bachelor’s degree from an accredited college or university in library science, education, communications, English, public or business administration, or a related field; or any equivalent combination of experience and training which provides the knowledge, abilities, and skills in the management of a public library.  

Experience:  Three (3) years of progressively responsible experience in a public library or related setting, including at least two (2) years of supervisory or management experience; experience with library automation systems, digital resources, and standard office software.

Licenses/Certification: Nebraska Library Commission Public Librarian Certification, or the ability to obtain it within three (3) years of employment. Valid driver’s license or the ability to provide independent transportation for required travel.



This job description is intended to present a descriptive list of the range of duties performed by employee(s) 
in this municipality and is not intended to reflect all duties performed within the job.
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