
TOWN OF CHESHIRE 

POSITION DESCRIPTION 

 

 

POSITION TITLE:  Senior Librarian   CLASSIFICATION: L-6 

DEPARTMENT: Library    DATE:  February 13, 2013 

 
 

POSITION OBJECTIVE 

This professional supervisory position is responsible for administering and operating a major 

functional unit within the library such as circulation, reference, technical or children’s services.   

Specific expertise in the assigned service areas includes understanding, implementing and using 

automated library information management systems, cataloging, and training, supervising and 

evaluating other staff.   

 

REPORTING RELATIONSHIPS 

Reports to: Deputy Director or Library Director 

Supervises: Page, Clerk, Library Technical Assistant, Library Associate,  

Senior Library Associate, Librarian 

 

JOB LOCATION AND EQUIPMENT USED 

The primary work location is the library.  Equipment used includes computers, network 

equipment and other common office equipment. 

 

ESSENTIAL FUNCTIONS 

1. Identify customer needs by initiating, developing and implementing policies, procedures, 

programs and activities to meet those needs.  

2. Provide direction to employees in lower job classifications in the performance of their 

duties. 

3. Assist in hiring staff.   

4. Train, supervise, and evaluate all department members.  

5. Administer departmental budget.  

6. Maintain strong effective communication between administrators and front line staff.   

7. Continually seek opportunities for professional improvement for self and department 

members.  Maintain a current knowledge about professional trends and best practices, 

sharing information with appropriate staff. 

8. May develop and maintain the integrity of the catalog, patron databases, and library 

collections.  

9. Assess needs and develop goals, objectives, and procedures for department and library 

services based on the strategic plan.  Regularly monitor and evaluate existing programs 

and services. 

10. Skilled at conducting effective reference and reader’s advisory interviews, using all 

available resources to satisfy patron needs.  Refer users to appropriate assistance if 

necessary. 

11. Develops, publicizes and presents library programs for adults, teens and children.   

Ensures appropriate marketing and public relations for the functional unit. 



12. Represents the library to the community or professional groups, both in the library and 

elsewhere. 

13. Catalog and process library materials. 

14. In the absence of more senior staff, is responsible for overseeing the building and 

ensuring that library policies and procedures are followed.   

15. Able to work at any public service desk and explain library programs and services to 

patrons. 

16. Is proficient in using the library’s automated circulation module, online catalog, and 

library website.  Helps patrons locate and access library social media. 

17. May be called upon to perform basic troubleshooting on commonly used library 

equipment. 

18. Performs other projects and tasks as assigned or approved by a supervisor. 

 

The above duties describe the most significant duties performed and are not to be considered a 

detailed description of every duty of the position. 

 

KNOWLEDGE, SKILLS AND CAPABILITIES 

A senior librarian should have knowledge of local library policies and services. Strong computer 

and online information resource skills are essential.  A senior librarian must be able to effectively 

use the integrated library system (ILS).  Solid customer service skills and well developed written 

and spoken communication skills are expected.  Must be able to establish and maintain effective 

working relations, interacting with the public and coworkers in a friendly and courteous manner.   

An awareness of library resources available outside the local library is required.  A senior 

librarian may be required to work in more than one functional area and to work on evenings and 

weekends. To be considered for this position, an applicant must have a Bachelor’s degree, an 

MLS from an accredited program and at least three years of relevant experience. 
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