
HUDSON AREA JOINT LIBRARY 
LIBRARY DIRECTOR 

 
The Hudson Area Joint Library (service population: 30,000) seeks a creative and energetic 
leader with an open collaborative spirit to plan, direct, and coordinate all library activities.  
 
The successful candidate will have excellent communications skills, innovative approaches for 
organizing and problem solving, and knowledge of library best practices, trends, budgeting and 
technology.   
 
This position requires working with four municipalities (City of Hudson, Town of Hudson, Town 
of St. Joseph, and Village of North Hudson) represented by an eight-member board.  
Job responsibilities also include developing marketing strategies and partnering with library 
support organizations, area community groups and businesses.  
 
Candidate requirements: Master’s degree in Library Studies from ALA accredited university and 
eligibility for a Grade I Wisconsin Library Certificate.  Three years public library experience is 
preferred.  A complete job description is included as part of the application material. 
 
Salary will be commensurate with education and experience.  Benefits include health insurance 
and a retirement plan.  
 
Applicants MUST use the City’s application form.  The application material and a position 
description are available at the main reception desk at City Hall, 505 Third Street, Hudson or on 
the City of Hudson’s website:  www.ci.hudson.wi.us in the City Employment section.  Applicants 
must also complete a supplemental questionnaire that is included in the application material.  A 
pre-employment background check will be required. 
 
Please submit the following items either in person or by mail, in a sealed envelope, addressed 
to:  Library Director Application, c/o Devin Willi, City of Hudson, 505 Third Street, Hudson, WI 
54016 

1. Cover letter 
2. Current resume 
3. City of Hudson job application – please complete all questions. (Do not say “see 

resume” on any part of the application). 
4. Supplemental Questionnaire 
5. Copy of your transcripts 
6. List of three references 

 
In the alternative, applicants may submit one .PDF document of all requested material to City 
Administrator Devin Willi at dwilli@ci.hudson.wi.us . 
  
Deadline for submitting applications is 4:00 p.m. on Monday, June 1, 2015. 
  
Prior to the application deadline, questions about the application process can be directed to 
Devin Willi at (715) 386-4765, ext. 136 or at the email address above. 
 
Please do not contact City or Library staff or Library Board members regarding your status 
during the hiring process.  All candidates will receive notification of their status as the 
recruitment continues. 
 
EOE  



Hudson Area Joint Library Director Supplemental Questionnaire 

Each candidate must complete this supplemental questionnaire as part of the 

application process. Your application and the supplemental questionnaire will be 

reviewed in order to select the most suitable qualified candidates for further 

employment consideration. Responses should be as complete and specific as 

possible. Your answers to these questions will serve as one of the primary factors 

for determining your qualifications for further consideration.  

1. Explain how your experience and qualification would help our library be 

recognized as a core community asset. 

 

2. Describe your experience in library management including size of the library, 

population served, number of staff and total budget. 

 

3. Describe your experiences developing and leading progress toward achieving 

short and long range plans. 

 

4. Describe your experience working with elected officials, advisory boards, 

administrators, executive leadership teams and other stakeholders. 

 

5. Describe your experience preparing and developing an annual budget.  

 

6. Provide us with examples of changes or recommended changes you have 

implemented in your current position. 

 

7. Describe your experience with community partnerships, including but not limited 

to outside fund raising.   

 

8. Describe your experiences creating and maintaining collaborative partnerships. 

 

9. The role public libraries play in communities is changing.  How do you envision 

the role of public libraries in the next 10 years? 
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Hudson Area Joint Library 

Library Director Job Description 
Date Adopted:   August 8, 2011 
Date Amended:  April 21, 2015 
Date Last Reviewed:  April 21, 2015 
 
Under the general direction of the Board of Trustees of the Hudson Area Joint Library, (herein “Library”), the Library 

Director (herein “Director”) is responsible for the overall operations of the Library. 

General guidance for stating the Director’s duties, requirements, skills and physical abilities as envisioned in the State of 

Wisconsin is provided in the Trustee Essentials Library Director Job Description and the Wisconsin Library Association 

Director Job Description.  Together the two documents have been used as a reference to avoid duplication. Priorities 

have been established in recognition of the fact that the Director in 2011 will not have an Assistant Director to help fulfill 

these responsibilities. The Director is responsible for successfully executing the Director’s duties through effective 

leadership and knowledge of the Strategic Plan, significant delegation to regular staff, part-time support staff, project 

contractors, and volunteer resources.  The Director will also be expected to effectively communicate with the Trustees 

and the four municipal governing boards in order to promote the programs, vision, plans, value and needs of the Hudson 

Area Joint Library. 

In recognition of the importance of the Director to the successful realization of the HAJL strategic plan, the following key 

duties and allocation of time and effort expected in these areas are expressed below for purposes of understanding the 

scope of the Director position.   

          ORIGINAL REALITY 
Administrative Services and Staff Management  15% 35% 
          

A. Service 30% 20% 
Program Development and Management 
Collection Development 

 
B. Service Promotion   25% 10% 

Patrons & Partners (vendors, joint municipalities) 
Media Management 
Grants Development 

 
C. Facilities Management   5% 20%  

 
D. Essential Competencies and Knowledge 25% 15%  

Leadership (Internal & External) 
Communications and Marketing (Internal and External) 
Strategic Plan Implementation and Policy Development Assistance 
Librarianship
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Job Title Library Director 

Job  
Summary 

Under the direct supervision of the public Library Board of Trustees, the Library 
Director is responsible for the operations of the library and the development and 
implementation of its service program, including but not limited to:      

 (A) assisting the board with long-range planning and policy development, and 
managing all library resources, including human resources; 

 (B) organizing the acquisitions, access, storage, and control of collections;  

 (C) designing and implementing services and programs for users of all ages;. 

 (D) the hiring and supervising of all Library staff and volunteers. 

Specific Responsibilities  

A.  Administrative Services: 35% 
A1 Serves as the library’s executive officer. 
A2 Serves as the library’s information and library technology adviser to the board.  

A3 Develops, interprets and implements the policies, rules, and procedures of the library 
for approval by the board. 

A4 Prepares  the draft of the annual library budget for board discussion and approval.  

A5 Participates in the presentation of the adopted budget to local officials. 

A6 Receives and expends library funds according to established guidelines, and maintains 
accurate and up-to-date records showing the status of library finances. 

A7 Recruits, selects, hires, supervises, evaluates, and terminates, if necessary, all library 
staff and volunteers in conformity with library policy and state and federal law (and 
any applicable local civil service regulations and/or union contracts).  Oversees the 
staff training program.  Recommends improvements in staffing, organization, salaries 
and benefits to the Library Board.  Plans and conducts regular staff meetings. 

A8 Prepares Library Board meeting agendas and necessary reports in cooperation with the 
Library Board President, and notifies board members of scheduled meetings. 

A9 Prepares the state annual report for review and approval by the Library Board. 

A10 Informs and advises the Library Board as to local, regional, state, and national 
developments in the library field, and works to maintain communication with other 
area libraries and the library system. 

A11 Relates library objectives to community needs, and represents the library on 
community boards and committees; represents the library at the system level and 
actively participates in other professional library organizations. 

A12 Approves the ordering of supplies and technology; supervises the purchasing of books 
and materials; supervises the cataloging and processing of materials. 

A13 Performs other work as required by the Library Board. 

B. Service:20% 

 Program Development & Management 

B1 Investigates on an ongoing basis the value, costs, and logistics of adding library 
services, new media, and new technologies in order to keep the library current and 
proactive in its service provision to the public. 

B2 Conducts ongoing evaluations of existing library programs, services, policies, and 
procedures, and submit recommendations for improvements to the Library Board. 

B3   Assists and guides local volunteer groups (e.g. Friends of the Hudson Library) who wish 
to help with library promotion, fundraising, and enhancement of services and 
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programs.   

 Collection Development 

B4 Manages the selection of materials for all media and all age groups based on the 
libraries approved collection development policy. 

B5 Reviews periodically the collection development policy and make recommendations to 
the Library Board for revisions. 

 

C.  Service Promotion: 10% 

C1 Prepares  press releases and submissions to the media  announcing new or special 
services and events that spotlight the library. 

C2 Develops and administers the library's overall public relations plan.  

C3 Makes presentations to community groups. 

  C4 Seeks out and prepares grant applications, when grant opportunities are offered, in 
order to supplement local funding of library operations and development. 

D.  Facilities Management: 20% 

D1 Implements board-approved capital improvement projects.  

D2 Directs and oversees care, maintenance, and safety of the library building and grounds. 

D3 Oversees the work of custodial staff.  

D4 Reviews regularly building needs and advises the board in its planning for future 
expansion or development. 

D5 Assesses the adequacy of the facility in regard to the provision of automated services. 

D6 Implements emergency action plan. 

E.  Essential Competencies and Knowledge 15% 

 Leadership 

E1 Ability to establish and maintain effective working relationships with Library Trustees 
and staff, volunteer groups, local and state officials, the general public and community 
groups. 

E2 Ability to guide and direct the growth and development of the library.  

E3 Ability to read and comprehend print information, including technical, statistical, and 
financial information. 

E4 Ability to establish and maintain proper priorities and meet deadlines. 

E5 Ability to work within a confidential environment. 

E6 Ability to work hours and assignments as required by the Library Board. 

 Communication 

E7 Excellent interpersonal skills.  Ability to foster and maintain positive public relations for 
the library within the community. 

E8 Ability to effectively communicate ideas and information in both verbal and written 
form. 

E9 Ability to produce and maintain accurate files and reports. 

E10 Knowledge and ability to prepare presentations and spreadsheets. 
 

 Strategic Planning 

E11 Develop long-range plans to solve complex problems or take advantage of 
opportunities; establish systematic methods of accomplishing goals. 
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 Librarianship 

E12 Knowledge of public library philosophy, principles, and procedures which will allow 
effective recommendations to the board and sound decision making when faced with a 
wide range of circumstances. 

E13 Ability to locate and retrieve library materials in a variety of formats throughout the 
building, as well as, from remote locations through networks including the Internet. 

E14 Ability to assist patrons with location and retrieval of materials or information by title, 
subject, and interest of library patrons. 

E15 Knowledge and ability to perform basic computer operations and to manage an 
automated circulation system and access external data bases. 

Required Education, Experience and Certification 

 Master of Library Science from an American Library Association accredited institution. 

 Grade 1 Wisconsin Public Librarian Certification (or eligibility for required certification). 

 Maintenance of required Certification through necessary coursework and/or qualifying 
continuing education. 

 Three years of progressively responsible public library experience, or five years of 
experience in a service institution with comparable demands and responsibilities (i.e., 
staff supervision, working directly with the public, working with governing boards or 
bodies). 

 

Additional Tasks Periodically Performed 
Oversees meeting room activities and the volunteer programs as required. 
Attends Library Board and committee meetings. 
Works at the circulation desk on an as needed basis. 
 

Physical Requirement in Performing the Tasks Listed 
Ability to work in confined spaces. 
The performance of routine tasks requires a capacity to intermittently sit, stand, walk, bend, reach and lift 
approximately 5- 10 lbs. 
Far vision at 20 feet or further; near vision at 20 inches or less. 
Fingering: keyboarding, writing, filing, and sorting. 
Handling, picking up and shelving books.   
Mobility: travel to meetings, programs and training opportunities outside the library. 

 
Working Conditions Under Which Tasks Are Performed 
Work is performed indoors with the exception of certain library programs that may take place outdoors. 
Flexible work hours: some evening and weekend hours required. 
 

Equipment or Machinery Used In Performing Tasks Listed 
The equipment used in performing the duties of Library Director includes computers and computer related equipment 
(printer, CD-ROM), calculator, telephone, fax machine, microfilm reader/printer, television and related equipment, 
projector, audiovisual equipment, copier, and cash register. 
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Acknowledgement 
 
I have reviewed the foregoing position description with ____________________________ and hereby acknowledge and 
approve its contents. 
 
 

Library Director         Date 
 
 

Library Board President        Date   
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