
 

SEDONA PUBLIC LIBRARY 
Assistant Library Director 

 

Definition 
Under the supervision of the Library Director, this employee performs professional and 
supervisory work in planning, organizing, implementing and managing the day-to-day activities 
and operations of the Library. This includes the development and implementation of goals, 
objectives, policies and procedures. The Assistant Director acts on behalf of the Library Director 
in her absence and must exercise initiative and independent judgment. This position manages the 
Adult Services Department, monitors circulation desk customer service, provides reference and 
computer help to users, and participates in the selection of new books and materials.   

  

Typical Duties 
The following list identifies principal duties and responsibilities of the job.  It is not a definitive list 
and other similar duties may be assigned. 

 Performs professional librarian duties in the directing and oversight of the operation of adult 
reference and monitors circulation services in accordance with the Library’s mission, goals, 
objectives and service standards. 

 Coordinates and participates in the development of library services and programs for adult 
community. 

 Performs Adult Services desk duties, with all associated responsibility. 

 Searches online databases and the Internet and trains staff, volunteers, and the public in the 
use of these tools. 

 Plans, organizes, assigns, supervises and evaluates the work of assigned staff and volunteers. 

 Manages various departments as needed 

 Schedules work and maintains adequate staffing levels.  

 Participates in the interviewing and hiring for positions directly supervised. 

 Assists in the development and preparation of the annual budget with input from the 
Business Manager and Library Director; prioritizes and determines expenditures to ensure 
efficient and cost effective use of funding. 

 Maintains records and prepares statistical reports for use by the Director and Board. 

 Assists with grant writing. 

 Assists in monitoring the behavior and conduct of library users. 

 Partners with the collection development staff to build and maintain the adult collection 
ensuring it is diverse, current, and relevant and meets the needs of the community. 

 
Knowledge, Skills and Abilities 

 Knowledge of the professional practices, procedures and techniques of library science. 

 Knowledge of book classification and arrangements. 

 Knowledge of cataloging. 

 Knowledge of library rules and regulations. 

 Knowledge of and ability to use reference tools. 

 Skills in planning and supervising the work of others. 

 Superior communication skills to foster and maintain effective working relationships. 

 Strong computer and other related technology skills, including MS Word, Excel, PowerPoint, 
Google applications, PCs, Macs, and devices. 

 Ability to interpret library resources and service to the library user. 



 
Education, Experience and Training 

Master’s degree in Library Science and a minimum of 5 years library experience and 3 years in a 
supervisory capacity. 

 

Physical Demands 
While performing the duties of this position, employee is frequently required to use a computer, 
sit in and conduct meetings with individuals and groups.  Employee may lift stacks of books, 
boxes of books, equipment, supplies, tables and chairs, pushing heavy book carts and loaded 
dollies weighing up to 100 pounds.  It also requires bending, stooping, and reaching. 
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