LIBRARY DIRECTOR’S PERFORMANCE APPRAISAL
NAME:

Reason for Appraisal:  End of Probation _​_​__ Annual _​​​​___​ Final ____​ Other ____​

Library Management

Specific Duties:

1. Administers the library in accordance with the policies and procedures established by the Board of Trustees.

2. Plans and supervises the work of the library, relating library objectives to community needs.

3. Acts as administrative liaison to the Board of Trustees, including preparation of the agenda.

4. Prepares monthly and annual statistical reports, including the annual report for the state.

5. Keeps the Library Board informed and advised as to local, regional, state and national developments in the library field and maintains communication with other area libraries.

Evaluation:
Personnel Management
Specific Duties:

1. Hires, trains, schedules, and supervises employees.

2. Evaluates employees once a year or as necessary.

3. Approves continuing education programs for all staff.

4. Maintains current librarian certification status by obtaining mandatory CEP’s (continuing education points) and reapplying for certification every five years.

5. Schedules and conducts regular staff meetings.

Evaluation:

Technical Duties
Specific Duties:
1. Oversees the library’s ongoing collection development plan and supervises the selection, purchase, and withdrawal of library materials according to that plan, with the input from staff and patrons.

2. Answers reference questions, performs reader’s advisory and other patron assistance services while working at public service desk.

3. Checks library materials in and out as needed, and performs other circulation tasks as needed at the circulation desk.

4. Plans and presents or oversees public programs for patrons of all ages.

5. Directs and supervises the maintenance of the library building and grounds. 

6. Develops and administers the library’s overall public relations plan.

7. Represents the library at the county and system level and actively participates in other professional library organizations.

Evaluation:
Financial Management

Specific Duties:

1. Prepares annual library budget with approval of the library board.

2. Implements board-approved capital improvement projects.

3. Approves and acknowledges all gifts and supervise all related work.

Evaluation:
Overall Performance:
Comments on job responsibilities:  discuss areas where the employee surpasses or falls short of standards and/or procedures.

Set Library Director goals for the coming year:
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