
 

 
Librarian III – Materials Management #01862 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-07-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  A11 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Under the direction of the Support Services Administrator the Materials Management Librarian III will: 
hire, supervise, train, assess workflow, and evaluate performance of the paraprofessional staff; consult on 
and make fiscally appropriate budget recommendations for acquisition of collections; coordinate and 
evaluate the delivery of library collections in alignment with organizational vision, mission, values and 
goals to meet the information needs of customers who utilize the Library collections; conduct research, 
prepare reports, and make recommendations for process improvement; lead and/or participate on library 
and City-wide teams; promote library services and programs both within the library community and to 
customers at the local, regional, and state levels.    

 
Representative Work Functions and Responsibilities 
Manage the overall library collection by recommending criteria and guidelines, implementing system-wide 
examination of the collection. Recommend collection policy and guidelines to the Support Services 
Administrator to keep pace with changing library practices and improve service; analyze library collections 
to determine circulation patterns, identify weak areas of the library collection and items to be weeded 
and/or redistributed in order to keep the collection current and responsive to customer needs; collaborate 
in the process for keeping the collection database accurate.  

Lead, plan and evaluate selection and acquisition of print, non-print, digital and electronic information for 
the department to provide accurate, up-to date materials in a timely and cost effective manner.  Oversight 
of budgets for division operation and library materials to ensure resources are used effectively, negotiate 
and/or administer contracts and vendor agreements to ensure effective agency operation and quality 
customer service for the department. 

Lead the Materials Management paraprofessional staff in creating and implementing annual goals and 
objectives reflecting City and Library Department vision in order to ensure quality customer service to 
internal and external customers.   

 

Oversee and approve paraprofessional staff schedules and authorize leave; ensure equitable distribution 
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of work and adequate staffing; prepare annual employee performance feedback to encourage, counsel, 
critique, and set goals for staff; identify and develop training opportunities that provide staff with the skills 
required to deliver quality collections and customer service; contribute to staff meeting agendas and lead 
discussions that explore continued improvement opportunities, solicit feedback, promote teamwork; 
develop criteria to interview, evaluate, and select candidates in order to hire the best applicants; 
document accident, personnel, and incident reports to comply with City, State, and Federal guidelines.  

Foster a process improvement environment by encouraging ideas, identifying trends, and use data 
analysis for evidence based change; recommend new objectives and innovative procedures to improve 
the acquisition, organization, dissemination, and delivery of library materials.  

Evaluate and respond to requests for information and materials from internal and external customers to 
meet their information needs. Respond to internal and external customers as appropriate, identifying 
concerns or complaints by using good judgment, discretion, and negotiation skills to determine suitable 
outcomes.  

Analyze expenditures and market trends to recommend budget allocations to the Support Services 
Administrator; identify, evaluate, and make recommendations on vendors, publishers, and producers of 
materials based on quality of service, discounts, fill rates and other performance indicators to reduce 
operating costs and enhance efficiency.  

Work with the Friends of the Library to evaluate donated materials and to determine disposition of items. 

Understand MARC bibliographic records for a variety of formats for inclusion in local and international 
networked databases providing local and worldwide customers with online access to library materials; 
address complex problems by applying understanding of bibliographic organization; and supervise 
paraprofessional staff in resolution of complex issues concerning the library’s catalog and collection.  

Work with Technology Services staff to maintain the integrity of the local online integrated library system 
for accuracy and uniformity of access points and construct or create additions as needed to provide 
quality customer service. 

Ensure appropriate training for entry level Materials Management staff, volunteers, and interns in the 
application of national bibliographic standards and/or cataloging resources, levels of catalog 
maintenance, collection development and processing. 

Participate in state and national library association activities by attending workshops and serving on 
committees and boards to foster library activities and continuing education; read professional journals, 
participate in professional organizations and continuing education activities to maintain current knowledge 
of new technologies and resources in the library field.  

Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the division manager based on 
current workloads and department needs. 
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Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Provide convenient, friendly and individualized library service for customers through expert assistance 
and organized access to reading materials, resources, information and library services that exceed their 
expectations; maintain a library unit that is comfortable, safe, welcoming, user friendly, efficient and 
accessible; supervise a work environment that supports members’ physical and personal needs, develop 
leaders at all levels, and provide tools and training so members can deliver quality customer service and 
represent the organizational values; support library vision and values by anticipating change, having the 
courage to take risks, creatively translating plans into actions; use appropriate oral and written 
communication skills to promote understanding and partnerships with internal and external customers; 
use critical thinking skills and advanced problem solving; respond promptly and diplomatically with library 
customers, staff, and vendors; courteously mentor and guide entry level paraprofessional staff, and 
volunteers; proficiently develop and promote library services, programs, and training; actively participate 
in the team process to develop criteria and interview questions to hire qualified, effective employees; 
prioritize multiple tasks and negotiate deadlines; complete work under the pressure of tight deadlines; 
communicate with customers, adapting message style and format to accommodate individual needs; 
prepare original correspondence, written reports and/or oral presentations to communicate decisions, 
explain policy for collection and cataloging principles; participate actively on, and may lead, departmental 
and City-wide teams and committees; assist the Support Services Administrator by recommending 
cataloging and collection policies and guidelines based on comprehensive research; aid in preparation of 
budgets, RFPs, and other fiscal documents. 

 
Minimum Qualifications 
Requires a Master of Library Science from an American Library Association accredited college or 
university, plus four (4) years of professional/administrative library work which provides the required 
knowledge, skills, and abilities. 

 

Preferred Qualifications 
Experience as a supervisor 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Positions within this class have been designated as Alpha I positions requiring employees to work during 
inclement weather, regardless of the City’s operational status. 
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Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Principles and methods of library practice professional ethics, and the Library Bill of Rights. 
2. Supervisory techniques and staff development practices. 
3. Standards of performance by employees in various job titles. 
4. Library and City policies and procedures. 
5. Library collections, including print, non-print, and electronic resources. 
6. Publishers and the publishing industry. 
7. Budgeting principles and practices of libraries and municipal government. 
8. Library research and statistical methods. 
9. Theory, principles, and practice of library acquisitions. 
10. Knowledge of bibliographic standards. 

 
B. Skills 

1. Problem solving and conflict resolution. 
2. Effectively communication, orally and in writing. 
3. Organizing and supervising the work of others. 
4. Use of library automated systems. 
5. Application of the theory, principles and practice of library and information science. 
6. Analyzing statistical reports. 
7. Preparing detailed written reports and workflow procedures. 
8. Use of integrated library systems, databases, computers and other peripheral hardware, the 

Internet, and a variety of software applications. 
9. Application of the theory, principles and practice of cataloging, classification, and subject 

analysis. 
10. Budget development and planning. 
11. Preparing employee performance feedback. 

 
C. Abilities 

1. Use process improvement techniques and strategies. 
2. Research and compile data and prepare reports. 
3. Instruct and supervise others and instill organizational values. 
4. Manage multiple priorities and meet ongoing deadlines. 
5. Develop effective and appropriate training. 
6. Monitor publishing trends and relate them to budgetary issues. 
7. Establish and maintain effective working relationships with library staff, volunteers, 

customers, employees of other departments, and achieve consensus through group 
processes. 

8. Interpret and implement City and Library policies and procedures. 
9. Prioritize multiple tasks, negotiate deadlines, organize workload, and work efficiently and 

effectively under pressure. 
 
Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions 
inherent in the job setting, as well as the physical, mental, and sensory requirements necessary 
to perform the essential functions of positions in the noted job title. A more detailed description 
will be made available at the position (PCN) level both internally and externally with all posted 
open positions.  
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
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discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant 
or employee with a disability upon request unless the accommodation would cause an undue 
hardship on the operation of the City’s business. 

 

 

 


