
Library Director 

Kewaskum Public Library 

The Kewaskum Public Library is seeking a qualified individual who is passionate 
about and knowledgeable of 21st century library skills and services for a small but 
supportive rural community. 

Kewaskum, Wisconsin, is located in Washington County, 40 miles north of 
Milwaukee. Known as the Gateway to the Kettle Moraine, Kewaskum is a growing 
village with excellent schools, close access to local, county and state parks, and 
the home of Sunburst Ski Hill. The village has a population of 4,004, with a service 
population of 7,327. 

Required Experience 

5 years library experience, including management and supervisory experience 

Grade II certification or be eligible for such certification. The requirements are 
defined in the Certification Manual for Wisconsin Public Library Directors: 
http://pld.dpi.wi.gov/pld_cert 

Applicants with an MLIS and management experience are preferred; however, 
equivalent combination of experience and education will be considered. 

For complete job description and application, please visit 

www.kewaskum.lib.wi.us/director. Send resume and completed application to 

kewaskum@mwfls.org  by December 18, 2015.  

http://pld.dpi.wi.gov/pld_cert
mailto:kewaskum@mwfls.org


Library Director 
Reports To:  Library Board of Trustees 

Work Schedule:  Full time (40 hours). 

Wages and Benefits:  $45,300 (Grade 9 on Village of Kewaskum salary chart); Health insurance, flex 

spending account, enrollment in Wisconsin Retirement (WRS), life insurance, 11 paid holidays, paid 

vacation time, paid sick leave. 

General Job Description 
Analyzes, coordinates, and administers library services such as collection development, reference and 

referral, cataloging and classification of materials, electronic resources access. Oversees library staff. 

Offers assistance to users of the library. 

Primary Duties 

 Plans and implements long-range goals and objectives for library with assistance of Board of 
Trustees. 

 Prepares bills and payments, statistical data, and reports for Village, County, Library System, and 
State. 

 Collection development for fiction, adult non-fiction, reference, audio and visual media, and 
children’s fiction and non-fiction (with assistance from Youth Services Dept.). 

 Catalog, weed, and discard materials. 

 Assists with budget preparation and tracking of revenues. 

 Attends meetings of Library Board, County Library Board, and Library System. 

 Develop and make recommendations for approval of library policies and/or special projects. 

 Builds and maintains library website 

 Computer hardware repair, upgrades, and purchasing 

 Computer software evaluation, installation, updates, troubleshooting 

 Maintains social networking library sites 

 Design and plan promotional materials including posters, pamphlets, bookmarks, articles, and 
newsletters. 

 Assists with interlibrary loan process when needed. 

 Assists with development of adult and youth programming including summer reading programs. 

 Recruits, hires, trains, supervises, evaluates, and dismisses all library personnel subject to the 
approval of the Board of Trustees. 

 Assists in the training and education of library users in the use of electronic resources and tools 
such as the computer card catalog, ebook readers, and the Internet, for the purpose of locating 
and retrieving desired information. 

 Answer reference and research questions in a timely and efficient manner 

 Perform other duties as designated. 
 

 

  



Knowledge and Abilities 

1. Ability to effectively present information and respond to questions from patrons. 
2. Ability to gather statistics, analyze information and write reports. 
3. Ability to identify problems and opportunities, review possible alternative courses of action and 

utilize information and resources for decision-making purposes. 
4. Ability to plan, organize and carry out a program of library service for a designated area. 
5. Ability to plan, organize, train, supervise and evaluate the work of library employees. 
6. Ability to maintain confidentiality of library patron information. 
7. Ability to use computer software and manage computer technology. 
8. Ability to work independently, organize and prioritize work, respond to varied/changing work 

demands and make decisions as required. 
9. Advanced knowledge and understanding of literature in a subject area and of basic library 

principles, procedures, technology, goals and philosophy of services. 
10. Mobility: travel to meetings outside the library. 
11. Good interpersonal skills and ability to maintain and foster cooperative and courteous working 

relationship with the public, peers and supervisors. 
12. Willingness to maintain skills in the above-mentioned areas through active participation in 

appropriate continuing education activities. 
 

Physical Demands of the Position 

1. Ability to work in confined spaces. 
2. Bending/twisting and reaching. 
3. Far vision at 20 feet or further; near vision at 20 inches or less. 
4. Fingering: keyboarding, writing, filing, sorting, shelving and processing. 
5. Handling: processing, picking up and shelving books. 
6. Lifting and carrying: 50 pounds or less. 
7. Pushing and pulling: objects weighing 300-400 pounds on wheels. 
8. Sitting, standing, walking, climbing, stooping, kneeling and crouching. 
9. Talking and hearing; use of the telephone. 
10. Must be able to transport one-self to other locations to perform work, and/or attend work-

related meetings, workshops or conferences. 
 

Mental Requirements 

1. Ability to apply technical knowledge. 
2. Ability to comprehend and follow instructions: effectively follow instructions from supervisor, 

verbally and in written form. 
3. Ability to deal with abstract and concrete variables. 
4. Ability to interpret technical regulations and instructions. 
5. Analytical Skills: identify problems and opportunities; review possible alternative courses of 

action before selecting one; utilize information resources available when making decisions. 
6. Communication Skills: effectively communicate ideas and information both in written and verbal 

form. 



7. Creative Decision-making: effectively evaluate or make independent decisions based upon 
experience, knowledge or training. 

8. Mathematical Ability: calculate basic arithmetic problems (addition, subtraction, multiplication, 
division) without the aid of the calculator. 

9. Planning and Organization Skills: develop long-range plans to solve complex problems or take 
advantage of opportunities; establish systematic methods of accomplishing goals. 

10. Problem-solving Skills: develop feasible, realistic solutions to problems; recommend actions 
designed to prevent problems from occurring; and refer problems to the library director when 
necessary. 

11. Reading Ability: effectively read and understand information contained in memoranda, reports 
and bulletins, etc. 

12. Time Management: set priorities in order to meet assignment deadlines. 
 

Environmental/Working Conditions 

1. Flexible work hours; frequent evening and weekend hours. 
2. Inside work environment. 

 

Equipment Used 

iPad/tablets, audiovisual equipment, book truck,  camera, Windows desktop and laptop computers, 

copy machine, e-readers and apps (eg. Kindles, Nooks), fax machine, library automation system, 

telephone, mobile hotspots and wireless transmitters. 

 

Education and Experience 

1. Grade II certification or be eligible for such certification. The requirements are defined in the 
Certification Manual for Wisconsin Public Library Directors: http://pld.dpi.wi.gov/pld_cert 

2. 5 years of library experience including management and supervisory responsibility. 
3. Must possess current driver’s license and provide personal mode of transportation. 

 

Notes 

This job description is not, nor is intended to be a complete statement of all duties, functions and 

responsibilities that comprise this position. 

 

 

http://pld.dpi.wi.gov/pld_cert

