
VILLAGE OF MARWAVNE LIBRARY BOARD 

Library Manager Job Description 

Required by Libraries Regulation 7(2)(a) 

General Description: The Library Manager is accountable to the Library Board through the Chair of the 

Board. The Library Manager is responsible for implementing the library's Plan of Service through the 

operations of the Library. 

Reports to: Marwayne Public Library Board. The Board Chair shall serve as the liaison between the 

Board and the Library Manager. 

Responsibilities: The Library Manager has responsibilities in the following areas: 

1) The Library Board

• Provides regular reports to the Board on all matters essential to the effective functioning of the

Library and the Board.

• Provides professional expertise, prompt and accurate Library information and opinions to the

Board.

• Assists Board Chair in identifying assignments to working Committees of the Board and

developing Board leadership.

• Recommends policy for consideration by the Board.

• Maintains a good working relationship with the Library Board.

• Participates in Board and committee activities as required.

• Orients new Board members to Library operations.

• Attends Board meetings.

2) General Administration

• Directs policy implementation and administers the organization.

• Manages the day-to-day operations of the Library.

• Oversees property maintenance.

3) Personnel Administration

• Accepts responsibility for supervising, coaching, and evaluating staff.

• Provides an annual performance evaluation for all employees and reports results to the Board.

• Determines appropriate hours of work.

• Arranges staff work schedules for the purpose of providing fair and adequate staff coverage

during the hours of Library operation.

• Recruits and trains library volunteers.








