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Job Description

	Effective Date
	October 2025

	Job Title 

	Branch Manager

	Reports To 
	Library Director

	Direct Reports 
	Library Assistant, Volunteer

	FLSA Status
	Non-Exempt




Job Summary

Ensures the smooth running of day-to-day operations of the branch which includes overseeing and supervising staff and volunteers.  Provides direct service to the public.  Implements policy.  Plans and provides oversight of programming.   

Duties and Responsibilities 

Management
· Supervises the work of branch staff, arranges schedules, monitors workflow, conducts performance evaluations and models expected behavior and competencies
· Stays current with trends in literature and library services
· Interprets library rules and policies to the public and staff
· Assures compliance with Massanutten Regional Library system policies and procedures
· Maintains an attractive, welcoming, well-stocked branch
· Communicates with the Library Director regarding the operations at the branch
· Interprets library rules and policies to the public and staff and resolves issues in a timely, consistent, and fair manner
· Keeps equipment in good working order and the facility in good repair (by working with the administrative team, library board, town officials, etc.)
· Selects, trains, supervises, evaluates and disciplines reporting employees as needed
· Facilitates regular branch staff meetings and one-on-one meetings
· Performs administrative record keeping and reporting, including financial and statistical reports
· Presents reports at local library board meetings and speaks to community groups
· Supervises the daily money collection, including its safekeeping and appropriate delivery to the administration office at Central Library
· Coordinates programs and activities and communicates with school librarians, teachers, parents’ groups and community organizations
· Participates in the near-term and long range planning of library services
· Schedules staff and plans workflow to ensure adequate staffing coverage
· Makes budget recommendations for the branch and administers the approved budget


Public Service
· Initiates contacts in the community and works with partner organizations in library connected programs 
· Forms partnerships with neighborhood organizations and businesses for the enrichment of the communities that the library serves
· Assists patrons in selection of reading materials through knowledge of the collection and current literature
· Performs regular circulation and library duties including working on the desk
· Provides prompt and courteous assistance to patrons
· Conducts library tours for youth including school visits
· May assist in developing outreach materials
· Answers in-depth questions about library services and online resources
· Instructs patrons in the use of the library catalog and library resources, such as online databases, downloadable media, and the internet
· Assists patrons with the use of public computers and other electronic devices to access library services
· Helps resolve equipment malfunctions affecting computers and printers
· Performs transactions with patrons and collects various fees by handling cash and using point of sale system
· Shelves material and keeps the collection in good order
· Works evenings and/or weekends

Programming
· Creates, conducts and adjusts programming in response to community conditions and needs
· Works with the Director of Advancement to coordinate promotion of library programs
· Follows marketing and publicity procedures and deadlines
· Promotes system-wide programming and services such as e-books, databases, student access cards, etc.  
· Conducts programs in the library and at schools and other off-site locations
· Develops and conducts programs such as story-telling programs and book talks for children, students and young adults to encourage reading and literacy skills, viewing and listening skills, and the use of library facilities and materials for lifelong learning
· [bookmark: _GoBack]Acts as primary or backup for story time and/or youth programs, depending on the branch location.
· Leads program participants in songs, rhymes and related activities
· Works with local businesses to solicit aid in sponsoring programs, in providing food for events, and in funding programs
· Regularly communicates with the Library Director and with the administrative team as appropriate
· Plans and organizes work according to regular library schedule, season of year, and special events





Collection Management
· Routinely travels to Central Library to borrow materials to supplement the branch’s collection
· Reviews professional publications and other sources for selection of library materials
· Performs collection maintenance including selecting, purchasing, and weeding
· Supervises and tracks expenditures of budgeted funds allocated to the branch library 
· Assembles and oversees displays of books and other materials

Vision, Mission, Values
· Upholds and leads others to uphold Massanutten Regional Library’s vision, mission and values
· Represents the library system with dignity, integrity and a spirit of cooperation in all relationships with staff and public

 
Work Environment 
 
The work environment described here is representative of what must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable otherwise qualified individuals with disabilities to perform the essential functions of this job.  
 This job requires: 
· Reliable and satisfactory attendance 
· Working face-to-face with patrons (who may occasionally be angry or hostile) in an open lobby environment 
· Talking on the phone  
· Sitting at a desk and standing for prolonged periods of time 
· Using a computer which requires repetitive wrist, hand and fingers motion and extensive screen time 
· Handling a high volume and steady flow of work 
· Working in an environment with noise and activity
· Physical efforts of reaching, pulling, pushing, walking up to a mile at a time

 Occasionally, this job requires: 
· Driving during the day and/or at night 
· Lifting up to 25 lbs.   

Qualifications 
 
Education & Experience: 
· Bachelor’s degree or acceptable equivalent; MLS or MLIS preferred
· [bookmark: _Hlk134951531]Two years related library experience
· Two years of management or supervisory experience
 
Credentials, Certificates, Licenses  
· [bookmark: _Hlk134951562]Valid and current driver’s license
 


Knowledge & Skills 
· Knowledge of library procedures and resources
· Knowledge of information sources
· Effective management and leadership skills
· Ability to work with coworkers and the public in a courteous manner
· Deals tactfully and courteously with people of all ages and backgrounds
· Ability to make decisions of a non-routine nature to resolve issues and problems
· Neat and professional personal appearance
· Standard working knowledge of computer operations, including office systems.  
· Ability to learn specialized library technology procedures and routines
· Knowledge of technology troubleshooting to serve patrons
· Effectively communicates and presents information to others
· Effectively participates in system training and meetings
· Ability to communicate effectively, both orally and in writing and follow both oral and written instructions
· Oral communication skills necessary to make presentations and conduct formal library programs
· Ability to effectively and positively represent the library before community groups and the public, consistent with the library's vision, mission and strategic plan
· Ability to work independently, organize and prioritize work, respond to varied/changing work demands and to make decisions as required
· Honesty, integrity, ability to maintain confidentiality and responsible stewardship of library resources
 
Other Information 
 
The duties, responsibilities, and requirements listed above should not be interpreted as a comprehensive list. Additional duties and responsibilities may be assigned as deemed appropriate and may change at any time with or without notice.   
 
ADA:  While all the duties and responsibilities listed above are essential functions, in accordance with the ADA, it is possible that requirements may be modified to reasonably accommodate otherwise qualified disabled individuals. However, no accommodations will be made that may pose serious health or safety risks to any individual associated with Massanutten Regional Library. Additionally, no accommodations will be made which impose undue hardships on the library or co-workers.   
 
At Will: Employment at Massanutten Regional Library is at will.  This means that employment is for an indefinite period of time and is subject to termination by you or by Massanutten Regional Library with or without cause, with or without notice, at any time.  Nothing in this job description is intended to change the nature of at will employment. 
 
EEO: Massanutten Regional Library is an Equal Opportunity Employer. Massanutten Regional Library does not discriminate on the basis of race, religion, color, sex, gender identity, sexual orientation, age, marital status, pregnancy, childbirth or related medical conditions including lactation, disability, national origin, veteran status, or any other basis covered by applicable state or federal law. All employment is based on qualifications, merit, and business needs. We maintain a drug-free workplace and perform substance abuse testing and background verification checks when warranted and as permitted by law.   
 
  
Signatures 
 
My signature below (or electronically) acknowledges my understanding of the duties, responsibilities, and requirements of this role. Additionally, my signature acknowledges that I have been given the opportunity to ask any questions about the content listed within this document.         
 
Employee Signature __________________________________		 Date _________________      
 
Printed Name________________________________________ 
 
My signature below (or electronically) acknowledges that I have reviewed this document and to my knowledge it is current and accurate. 
 
Manager Signature __________________________________     		Date _________________      
 
Printed Name_______________________________________ 
 
Human Resources Signature ___________________________     	Date _________________      
 
Printed Name_______________________________________ 
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