
  

Town of Greenwich 

Title:   Librarian III    Job Code:  7971 

Department:  Greenwich and Perrot Libraries  Date Created:  10/1996 

Division:  Various     Date Amended:  01/2014 

Bargaining Status:   LIUNA     FLSA Status:  Exempt 

Salary Range:  L-C      Class:   Classified 

Reports To:  Library Manager 

 

General Statement of Duties: 

Supports the mission of the Library by performing professional library work; creating solutions in the operation of the 

library system or for coordinative work of comparable difficulty and responsibility; performs technical and administrative 

tasks, and coordinate programming and other duties as it applies to the Library. 

 

Essential Features: 

Coordinates the work of the team, which evaluates and recommends digital, electronic and print products, ensures a 

balanced and appropriate collection.  Works closely with Resource Management in budgeting and purchasing 

reference materials.  Works with other teams to evaluate, recommend, budget and purchase library materials in order 

to ensure a balanced and appropriate collection. 

   

Supervises and evaluates all operations and activities of a team, may select departmental materials; trains and 

supervises reader advisory services; evaluates service procedures.  Gives excellent public service as measured by 

standard benchmarks and helps patrons use library materials and equipment to find the exact information they need.  

Works with special groups in the community to target and deliver library services. 

 

Coordinates the work of staff in collection management duties, collection analysis and programming to promote 

collections on an as needed basis.  

 

Participates in developing library programs. Plans, promotes, and implements music and/or business services as 

necessary. 

 

Supervises selection, ordering, cataloging, circulation, repair and maintenance of materials; prepares informational 

materials; coordinates all phases of evening and other library programs. Administers expenditures of the library’s 

materials budget and works with staff to establish priorities for allocating funds.  Prepares materials budget requests 

for the team and monitors the appropriate expenditure of funds throughout the year. Negotiates contracts and works 

with vendors.  Oversees all contracts negotiated within the team. Fills in and performs duties for supervising manager 

during his/her absence. 

  

Participates in the hiring process for new hires.  Trains part-time professional, para-professional and clerical staff.  

Supervises Librarians, LTAs and clerks as needed.  

 

Performs essential duties of the manager in his/her absence.  

 

Keeps current with professional publications, participates in professional dialogues, and constantly updates self-

knowledge of information resources, and library-related technology developments.  Maintains active membership in 

professional organizations and attends conferences and meetings. 

 

Performs related work as required. 

 

 

 

 

 

 

 

 



  

Required Knowledge, Skills and Abilities: 

Demonstrated proficiency in current and emerging technologies and their applications.  Current with trends, issues and 

methods of information access to library resources. 

 

Proficient in the use of technology applications, integrated library system (ILS) collection management tools, ereaders, 

tablets, smart phones, electronic information systems, social media applications and other downloadable library content.  

 

Excellent communications skills to instruct patrons in the use of technology to access the catalog, databases, and online 

library services (downloadable library).  Ability to provide leadership and communicate effectively in a flexible team 

environment. 

 

Considerable knowledge of best practices for the delivery of information/reference services and public service practices.  

 

Excellent project management and organizational skills to plan, organize and manage library projects.  

 

Excellent interpersonal skills to plan, direct, evaluate and supervise staff.  Must be able to  

deal tactfully, courteously and positively with diverse constituencies and establish and maintain effective working 

relationships with internal and external groups. 

 

Flexible to perform professional library services in a fast changing environment. 

 

Must be able to bend and reach, and lift up to 25lbs; ability to push library carts holding up to 100lbs in materials. 

  

Minimum Qualifications: 

Master’s degree required in Library Science or Information Science from an ALA accredited college or university. 

 

Four years post master’s experience in professional library work.  A minimum of one year in a supervisory capacity or 

demonstrated experience overseeing a project from inception to completion. Experience with Innovative Interfaces Sierra, 

BiblioCommons and fluency in a second language (Japanese or Spanish) preferred. 

 

Incumbent will be required to complete an additional supervisory training course within one year of hire.  

 

 

Note:  Some evening and weekend/alternate hours required. 

 

 

 


