CLASS SPECIFICATION
County of Fairfax, Virginia

CLASS CODE: 3417
TITLE: LIBRARY BRANCH COORDINATOR (formerly Library Regional Manager)
GRADE: S-29

DEFINITION:

Under direction, plans, directs, and coordinates the services and activities of multiple
regional and community library branches and centralized system service functions (i.e.,
early literacy, circulation functions, Library diversity committee); and performs related
work as required.

DISTINGUISHING CHARACTERISTICS OF THE CLASS:

The Library Branch Coordinator is distinguished from the Library Program Manager in
that the Library Program Manager manages a comprehensive program or system-wide
services, whereas the Library Branch Coordinator plans, directs and coordinates the
services and activities of multiple regional and community library branches, and
centralized system service functions.

The Library Branch Coordinator is distinguished from the Library Associate Director in
that the Library Associate Director directs activities of a Library division, e.g. Technical
Services or Library Administration and oversees multiple program units, whereas the
Library Branch Coordinator plans, directs and coordinates the services and activities of
multiple regional and community library branches.

ILLUSTRATIVE DUTIES:

Plans, directs and coordinates all public service library operations at assigned branches;
Develops, implements, and evaluates comprehensive policies and projects affecting
public library service;

Develops, authorizes, and continually appraises procedures, plans, and objectives for
library branches to ensure compliance with established goals, policies and procedures;
Supervises multiple regional and community branch managers;

Serves on interview panels to select branch managers;

Evaluates performance of regional and community branch managers;

Acts as liaison between administrative and public service staff and communicates
regularly with administration regarding branch operations;

Conducts bi-monthly meetings of all branch managers;

Works at public service desk to maintain familiarity with branch public service operation;
Prepares comprehensive special reports as required;

Responds to suggestions and complaints from citizens;

Leads ad-hoc task groups as assigned:
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REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

Thorough knowledge of principles and practices of administration and professional
library science;

Thorough knowledge of statistics and budget preparation;

Thorough knowledge of the operation of county government;

Ability to prepare a variety of reports;

Ability to conduct meetings and incorporate group dynamics;

Ability to develop and implement policies and procedures;

Ability to analyze problems and develop solutions;

Ability to communicate effectively, both orally and in writing;

Ability to develop and maintain cooperative working relationships with professional and
paraprofessional staff and with the general public:

EMPLOYMENT STANDARDS:

Graduation from college with a Master's degree from an ALA accredited library school
PLUS five years of professional library experience, including two years in a supervisory
capacity in a public library setting.

NECESSARY SPECIAL REQUIREMENT:
Possession of a certificate issued by the Virginia State Board of the Certification of
Librarians.
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