
 

 

 

 

Job Title: Branch Manager 

Hours 40 

Pay Per Hour 

Starting $17.00 

 

GENERAL STATEMENT OF DUTIES 

The Branch Manager’s responsibility is to plan and implement the provisions of all public service functions and to 
oversee daily operations at the assigned branch. This position’s primary responsibilities will be diversified and 
complex and include hiring, evaluating, and supervising branch staff. The manager will exercises a high degree of 
independence with infrequent/indirect supervision to meet system goals and service needs. The will maintain a 
relationships and effective communication with outside sources and contacts. The work will be broad in scope and 
require initiative and the ability to identify potential problems and conduct research to determine/recommend 
solutions as well as analysis and planning. 

SUPERVISION RECEIVED 

Work is performed under the general direction of the Library Director, Greenup Branch Manager, and IT 

Coordinator. 

  

SUPERVISION EXERCISED 

This position supervises the branch staff. 

  

GUIDELINES 

GCPL policies and procedures, position description, and site-specific practices 

  

CONTACTS 

Library staff, supervisors, community leaders, and library customers 

  

 



ESSENTIAL FUNCTIONS OF THE POSITION   

 Establishes and implements goals and objectives for branch service that support the Library’s Mission. 

 Directs all branch services such as reference assistance, readers’ advisory, outreach, circulation, and 
programming. 

 Directly hires, manages, evaluates, and schedules employees in assigned branch. Oversees branch 
volunteers. Serves as liaison between Administration and branch staff. Communicates with administrative 
team on policy, patron, and staffing issues. 

 Ensures the efficient, effective, customer service-oriented delivery of services to branch Library patrons. 
Maintains a current knowledge of Library operations, policies, and procedures. Demonstrates and models 
excellent internal and external customer service.  Maintains frequent personal presence in public areas to 
ensure outstanding service. 

 Manages branch collections and oversees evaluation and processing of donated materials.  Collaborates 
with Collection Development to ensure the collection is responsive to community’s information, 
recreational, and educational needs.  Arranges for repair, cancellation, or redistribution of materials as 
needed.   

 Promotes community awareness of the Library and establishes effective communication with community 
groups, organizations, and individuals. 

 Prepares annual budget requests and submits reports as requested. 

 Answers patrons’ reference questions and assists patrons in selecting and locating materials. Assists 
patrons in the use of computers, personal electronic devices, and library virtual materials. 

 Monitors branch facility needs, initiates maintenance and repair of branch building, equipment, and 
grounds in cooperation with the Facilities Manager. 

 Maintains a safe and secure facility for staff and patrons. 

 Implements Library policies and procedures at the branch level. Participates in policy revision and in the 
formulation of policies and procedures. Interprets Library policies to staff and patrons with a patron-
responsive management perspective.  

 Assists with system-wide decision making through consistent information sharing. 

 Attend training session at the local, state, and national level. 

 Lead and serve on committees as assigned by the Director.  

Note: This job description reflects Greenup County Public Library’s (GCPL) assignment of essential functions for this 

particular job; it does not prescribe or restrict the tasks that may be assigned at a later date or as may be needed. 

 

Knowledge, Skills and Abilities Required:  

 Valid driver’s license, acceptable motor vehicle record, and continuous insurability required. 

 Ability to plan, schedule, and oversee branch operations and personnel. 

 Knowledge of professional library principles, theories, concepts, policies, and procedures. 

 Ability to develop programs and services to meet community needs. 

 Ability to prepare and administer budgets. 

 Knowledge and appreciation of literature, periodicals, web sites, social media, and other electronic media 
which constitute a diverse, current and relevant collection. 

 Ability to maintain effective relationships with community officials, leaders, organizations, the public and 
the staff. Ability to present information and respond to questions from staff, patrons, and members of the 
community individually and in a group setting.  

 Ability to respond effectively to confrontational individuals and/or challenging situations. 

 Schedule includes daytime, evening, and Saturday hours. 



MINIMUM EXPERIENCE, EDUCATION AND TRAINING 

Bachelor’s Degree Preferred. Two year degree from a recognized college with 5 years library experience required.  

LICENSE/CERTIFICATION 

 Successfully pass a background investigation. 

 Hold or obtain appropriate Certifications 

PHYSICAL AND MENTAL REQUIREMENTS 

Must have the ability to: 

 View computer monitor and read/comprehend alphabetical and numerical sequences on library materials.  
 Work while sitting for long periods. 
 Work without sitting for a minimum of two hours, and during that time is able to move with reasonable 

speed to locations throughout the workspace in order to accomplish public services duties. Sufficient 
powers of speech, hearing or other common capabilities, with or without reasonable accommodations, to 
enable the employee to communicate effectively 

 Sufficient vision or other powers of observation, with or without reasonable accommodations, to enable 
the employee to review a wide variety of materials in both electronic and print format 

 Sufficient manual dexterity, with or without reasonable accommodations, to enable the employee to 
function in a general office environment 

 Ability to reach above the head and below the knee to retrieve shelved items 
 Ability to pull and push book truck of up to 50 pounds and lifting up to 25 pounds 
 Mobility necessary to assist customers 
 Ability to lift and handle of books and materials 
 Ability to pack and unpack boxes 

 

The physical demands described here are representative of those that must be met by an employee to perform 

successfully the essential functions of this job. Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

  

HAZARDS/UNUSUAL WORKING CONDITIONS 

Work is often performed in and around books, shelves, and computers, requiring adherence to industry safety 

procedures and guidelines. 

 

 

 

 

 



Interim / Probationary Period 
 

During the initial phase this position will be evaluated on a 30/60/90 day plan. If the candidate has not met 

all of the necessary benchmarks during the first 90 days, but has shown the potential to navigate the position 

successfully additional time may be added. If no growth or poor growth has been exhibited, internal candidates will 

either return to their previous position or be released from employment, and external candidates will be released 

from employment.  

 

The following benchmarks will be set for the Branch Manager position. 

 

1. The ability to manage staff fairly and equitably. 
2. The ability to work with the Library management team to ensure the library is running smoothly. 
3. The ability to maintain a calm professional manner while dealing with a difficult situations. 
4. The ability to manage time and work effectively. 
5. Willingness to learn and adapt. 

 

The candidate selected for this position will work through a mentorship program with the Greenup Branch 

Manager, during this period. The candidate will also be cross trained by each department head (Youth Services, 

Genealogy, and Information Technology), as well as on the Bookmobile and at the other branches. Each manager 

and department head will have the opportunity to provide input concerning the capability of the candidate to 

successfully fulfill the roll of Branch Manager. 

 

 

 

 

 

 

 

 

 

 

 

 


