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LAW LIBRARY DIRECTOR

SUMMARY: Under legislative direction, plans, organizes and directs the County Law Library and acts, on behalf of the Board of Trustees as the chief representative or designee.

This is a highly responsible administrative position involving planning, coordinating, directing and evaluating a broad range of public library functions, working in accordance with policies of the Board of Trustees and the California Business & Profession Code Sec. 6300-6365. The position reports to, and serves at the pleasure of the Board of Trustees.

ESSENTIAL DUTIES:
The following are representative of the duties and responsibilities for this position. Any specific duties not listed below does not exclude them from the position if the work is similar, related or a logical assignment to the position.

· Plan and develop law library collections, services and programs to meet the informational and educational needs of Riverside County.
· Draft and recommend policies to the Board in keeping with the Law Library mission statement and plan for implementation of public law library short- and long-term goals and objectives.
· Carry out directives of the Board; serve as secretary to the Board and responsible for managing meetings and preserving the record of actions.
· Prepare the annual budget and report for consideration by the Board and administer the budget as approved by the Board.
· Approve and control expenditure of all funds within the constraints of an approved budget.
· Oversee investment and placement of library funds and the collection and accounting of fees and charges.
· Prepare and distribute monthly financial and activity reports for Trustee meetings.
· Plan and direct the development, repair and maintenance of all library buildings, property, systems, and research materials in all formats.
· Authorize all human resources (including interviewing, hiring, conducting performance evaluations, taking disciplinary actions, firing of employees) and procurement actions.
· Administer personnel regulations and collective-bargaining agreement for employees.
· Conduct staff meetings, encourage continuing education and professional growth of all employees, and develop a harmonious team environment.
· Maintain active involvement in job related professional associations, community and civic organizations and represent the law library in local legal and community activities.

QUALIFICATIONS:
· Required
· ALA-accredited Master’s degree in library/information science, J.D., or a Master’s degree in business/public administration.


· Preferred
· Prior experience as a Director or Assistant Director of a comparable county or university law library in California.
· Strong supervisory and computer skills, as well as knowledge of facility management and development, and intergovernmental relations.
· Familiarity with proper and responsible use of AI technology in a public law library setting.


KNOWLEDGE, SKILLS & ABILITIES:
· Strong interpersonal, negotiating and communications skills (both oral and written).
· Good organizational and administrative skills.
· Knowledge of library principles, practice materials and technology in the field of library management and administration.
· Knowledge of library and human resources law.
· Demonstrated ability to meet, communicate and work effectively with staff, Trustees, government and court representatives, professional and community organizations, as well as the public in planning for library development and support.
· Demonstrated ability to analyze complex professional, technical and administrative problems to develop appropriate solutions.
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