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City of Virginia Beach – Job Description 
Date of Last Revision: 01-22-2023 

FLSA Status: Exempt Pay Plan: Administrative Grade: 11 

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 
  

Manage the planning, leading, and evaluation of the delivery of a citywide program, service, branch, or 
library unit.. In alignment with organizational vision, mission, values, and goals to meet the programing, 
collection, and information needs of customers including City teams, agencies, and staff; responsible for 
aligning the organizational vision, mission, values, and goals. Supervises library staff; does related work 
as required. 

Representative Work Functions and Responsibilities 

Serves as the assistant branch manager or second in command within a library branch or unit in the 
absence of the Branch Manager/Unit Manager, Librarian IV. 
 
May assume all relevant duties of the Branch Manager/Unit Manager, Librarian IV, during their 
absence. 
 
May serve as the building/unit manager to ensure the safety, security, and comfort of internal and 
external customers in the absence of the Librarian IV. 
 
Serves as a member of the Branch/Unit Management Team. 
 
May supervise Librarian IIs and supervisors who oversee services or initiatives within a branch or unit. 
 
Supervises librarians and/or paraprofessional staff, document performance and conduct annual 
employee evaluations to provide feedback, identify training needs and set goals for staff.  
 
May formalize and sustain partnerships with community organizations, government agencies, and 
other entities to bolster the library’s mission.   
 
Identifies training needs and opportunities and develops training programs collaboratively in order to 
provide staff with the skills to deliver quality service. 
 
Participates in a team process to develop the criteria to interview; evaluates and selects candidates to 
hire the best applicant(s); and assists in the preparation of work schedules in order to maintain optimum 
staffing at all times to provide quality customer service.  
 
May lead staff meetings and discussions to explore continued improvement opportunities, solicits 
feedback, promotes teamwork, and provides training.  
 
May lead departmental strategic teams to develop library system policies and procedures.  Works with 
Librarian IV, Branch Manager/Unit Manager, to develop, support interpret, and carryout systemwide 



policies and procedures within assigned branch/unit. 
 
Researches and analyzes a variety of information, including the identification of outside funding sources, 
to create a budget to seek adequate funding for agency operations; and directs the expenditure of funds 
and evaluates the budget to ensure resources are used effectively.    
 
May identify and analyze vehicle/equipment problems to determine course of action or solution to ensure 
safety, security, and comfort or internal and external customers. 
 
May coordinate the oversight and maintenance of Library fleet vehicles.  
 
Documents accident, personnel, and incident reports to comply with City, State, and Federal guidelines. 
Understands and explains library policies and procedures to customers and staff to resolve conflicts and 
achieve mutually agreeable resolutions. 
 
Develops and fosters a process improvement environment by encouraging ideas, identifying trends, 
and evaluating processes and data.   
 
Resolves information service-related complaints to maintain good public relations.  
 
Assists customers with circulation, information service, and programming needs.  
 
Assists Library Leadership in implementing department and city goals and objectives to provide 
guidance to staff.  
 
Learns, understands, and incorporates current trends to predict the direction of change and design 
responsive library services.  
 
Reviews and informs staff of new materials to maintain high quality information giving skills.  
Implements branch/division, department, and city goals and objectives.  
 
Leads, facilitates, and participates in city and department teams to develop strategic plans, resolve 
problems, and improve current processes.  
 
Analyzes library collection to determine circulation patterns, identifies weak areas and recommends 
purchasing of items to keep the collection current and responsive to customer needs. 
 
Oversees collection maintenance efforts by branch/unit staff to ensure collection maintenance activities 
adhere to systemwide projects, initiatives, policies, procedures, and timelines.  
 
May be requires to drive, and train staff on the safe use of city fleet vehicles and equipment in order to 
offer programming and services at Library outreach locations.   
 
Performs 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 
Provides feedback for staff on a regular basis to support continual improvement; prepares work 
schedules which ensure the optimum number of employees are available to provide quality library 
service; maintains a building that is comfortable, safe, aesthetically pleasing, convenient, user friendly 
and accessible; uses appropriate oral and written communication skills to promote understanding and 
partnerships with internal and external customers; exercises independent judgment skills and advanced 
problem solving negotiation skills to maintain the safety and well-being of customers and staff; serves as 
a role model to staff to ensure equitable and quality public service; demonstrates effective working 
relationships with colleagues, City and Library management, internal and external customers. May 
supervise librarians and/or paraprofessional staff. 
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Minimum Qualifications 
Requires a Master of Library and Information Science from an American Library Association accredited 
college or university, plus four (4) years of professional librarian experience, to reflect experience 
providing the required knowledge, skills, and abilities (combination of supervisory and professional 
librarian experience).   
 
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. 
Must be able to work rotating shifts (days/evenings) including weekends and holidays and be available to 
work overtime when required to meet operational needs 

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. 
 

Knowledge-Skills-Abilities Required to Perform Satisfactorily 

A. Knowledge 
1. Knowledge of and compliance with the basic ethics and values of library service and the 

ALA Bill of Rights and Code of Ethics. 
2. Knowledge of staff management. 
3. Knowledge and management of the library’s building, grounds, and equipment. 
4. Knowledge of the principals of good public relations. 
5. Knowledge, understanding and proactive reduction to barriers to library use. 
6. Knowledge, understanding and support of the library’s role in providing free and equal 

access to ideas, information, resources, and services, from all points of view, without 
restriction, to every individual. 

7. Knowledge of and ability to manage relevant sources of funding, develop a budget and 
forecast and monitor revenues and expenditures. 

8. Knowledge of products and services and seeks to negotiate terms favorable to the library 
and its users. 

9. Knowledge of laws relating to copyright, privacy, freedom of expression, equal rights, and 
intellectual property; the ability to communicate this information to staff and patrons and to 
ensure the library's compliance. 

10. Knowledge of and ability to support the library's mission, vision, culture, and structure. 
11. Knowledge and a comprehensive awareness of the library's policies and procedures. 
12. Knowledge and awareness of the attributes and library needs of community demographics; 

the ability to apply that knowledge through materials, services, policies, and programming. 
13. Knowledge of library provided equipment and software including website databases, 

catalog, and ILS. 
14. Knowledge of library policies and procedures relevant to emergency preparedness, 

including natural disasters. 
15. Knowledge of library policies and procedures relevant to building security and personal 

safety of staff and patrons. 
16. Knowledge and understanding of the infrastructure that supports the library's networks; 

demonstrated proficiency with the programs that perform basic computer and local area 
network functions; the awareness of cybersecurity trends and methods. 

 
B. Skills 

1. Skill in organizing and supervising the work of others. 
2. Skill in reference interviewing and in appropriate search techniques.  
3. Skill in research techniques and in formulating search strategies. 

4. Skill in negotiating deadlines, setting priorities, and organizing work. 
5. Skill in clearly and tactfully interpreting library policies, procedures, and services. 
6. Skill in effective communication with a variety of audiences. 
7. Skill in the operation and troubleshooting of various types of library equipment. 
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8. Skill in prioritizing services. 
9. Skill in use of computers, productivity software, and internet applications. 
10. Skill in project management. 

11. Skill in the use and oversight of city vehicles. 
12. Skill in interpreting community interests and needs to provide balanced collections and 

appropriate programs and services. 
13. Skill in the analysis of budget needs. 

 
C. Abilities 

1. Ability to promote and support the fundamental purpose of the public library. 
2. Ability to foster employee engagement and manage a team of individuals to work toward 

common objectives. 
3. Ability to attract, retain and motivate staff and volunteers to work toward share objectives. 
4. Ability to supervise and evaluate workers in the most effective manner to achieve the 

goals of the organization. 
5. Ability to determine patron needs and use various resources to provide clear and 

comprehensive information in response to requests. 
6. Ability to assist patrons with popular and recreational reading choices and to encourage 

reading; the knowledge of popular materials and the ability to share that knowledge with 
all patrons. 

7. Ability to plan, present and evaluate creative and innovative programming for various 
ages and abilities, based on knowledge of developmental stages, best practices and 
community needs and interests, both inside and outside the library location. 

8. Ability to proactively identify and analyze emerging trends and technologies and employ 
creative thinking to implement new solutions or procedures. 

9. Ability to develop and implement library policies and procedures. 
10. Ability to determine scope and requirements of a project, coordinate and schedule 

activities, control resources, and identify and control risk for quality project completion. 
11. Ability to identify and prioritize work needs. 
12. Ability to assess situations and troubleshoot to identify effective solutions. 
13. Ability to work collaboratively with others to achieve organizational goals and objectives. 
14. Ability to establish and maintain effective professional relationships among colleagues, 

staff, library customers and the general public. 
15. Ability to provide concise, timely, and accurate information, internally and externally, 

through both verbal and written methods, among all organizational levels with all 
appropriate people. 

16. Ability to adapt to change, demonstrating flexibility and creativity. 
17. Ability to meet the library needs efficiently, effectively, and positively for internal and 

external customers. 
18. Ability to appropriately assign tasks to staff and colleagues for optimal project 

completion. 
19. Ability to identify, initiate, and manage fund raising opportunities, including but not limited 

to local levies, grants and foundations. 
20. Ability to organize and maintain library records per an approved record retention 

schedule for easy access to all relevant data; the ability to generate many different types 
of reports to facilitate library planning and operations. 

21. Ability to set and model high performance standards characterized by integrity, and to 
earn trust  
and respect of others by coaching, inspiring, and empowering teams of people to 
achieve strategic objectives 

22. Ability to anticipate and predict internal and external changes, trends, and influences to 
effectively allocate resources and implement appropriate library initiatives. 

23. Ability to skillfully design and present competency-based training to meet the needs of 
library staff. 
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24. Ability to serve as a resource for career growth and employee engagement. 
25. Ability to formalize partnerships with community organizations, government agencies, 

and other entities to bolster the library's mission. 
26. Ability to lift or move heavy bins, boxes and/or bags, materials, and equipment= 

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 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. 

 


