
 

 

 

 

Librarian IV – Public Services #02401 
City of Virginia Beach – Job Description 
Date of Last Revision: 01-22-2023 

FLSA Status: Exempt Pay Plan: Administrative Grade: 13 

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 
  

Plans, leads, and evaluates the delivery of library services in a library branch or Programming and 
Community Outreach in alignment with organizational vision, mission, values, and goals to meet the 
information needs of customers including City teams, agencies, and staff. 

Representative Work Functions and Responsibilities 

Serves as the manager of a library branch or oversees the Programming and Community Outreach  
Program. 
 
Leads, and manages the general and routine day-to-day operation and staff, to include ultimate 
responsibility for customer service of a library branch or Programming and Community Outreach to 
ensure sufficient and effective public service.  
 
Keeps Deputy Director and Librarian V’s, abreast of data, occurrences, and resource needs of 
branch or Programming and Community Outreach through regular communication and submitting 
timely reports. 
 
Manages and supervises Librarian IIIs. 
 
May manage and oversee the work of multiple units, service level coordinators, within a branch or 
through a multi-faceted, complex, service initiative like Programming and Community Outreach. 

 
May kead departmental strategic teams to develop library system policies and procedures.  
 
Manage and/or oversee supervisors carrying out responsibility in accordance with policies, 
procedures, and applicable laws, including interviewing, hiring, and training, planning, assigning, 
and managing work; appraising performance, rewarding and disciplining employees; addressing 
complaints and resolving problems. 
 
Resolves staff and customer problems at the branch level or within multi-faceted complex service 
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initiative like Programming and Community Outreach to include obtaining specific details from 
appropriate parties, gathering comprehensive information, developing action plans, seeking input 
from other management to include library administration as needed to ensure appropriate solutions. 
 
Provides feedback, coaching, and counseling regarding job performance to direct reports; advises 
and instructs supervisors in personnel problem areas; makes recommendation for resolution of 
personnel problems; makes recommendations for promotions, demotions, long term transfers and 
terminations.  
 
Assists in developing and recommends policies and procedures for the efficient operations of 
libraries and multifaceted, complex systemwide initiatives. Ensures compliance with City policies 
and procedures, Library Policies and Procedures, city safety guidelines and Administrative 
Directives. 
 
Researches and analyzes a variety of information, to create a budget that supports adequate funding 
for library/multi-faceted complex service initiative’s operations and directs the expenditure of funds and 
evaluates the budget to ensure resources are used effectively. Scans library industry for best practices, 
and new initiatives 
 
Creates a comfortable, safe and attractive facility, outreach vehicles, and collaborative working spaces 
for internal and external customers.  
 
Serves as the Lead on Library, city or regional programs and partnerships; represent Library to 
community leadership. 
 
Collaborates with managers throughout the library system to ensure delivery of professional library 
services based on best practices, benchmarking, and industry standards.  
 
Researches, proposes, and develops strategies for programming, outreach or services to serve the 
needs of library users.  

 
  With the approval of City Finance, may negotiate and administer contracts to ensure effective library    
  operations and quality customer service for the department. 
  

     May facilitate individual and group use of meeting rooms, outreach vehicles, and other public spaces to  
     support the library as a center of community life and activities. 

 
 May serve communities with complex needs including educational, socio-economic, housing and other   
 needs of underserved communites and provide additional resources and support through outreach and   
 programs tailored to meet the specific needs of residents within service area. 
  
 Establishes new partnerships and programming opportunities in support of the needs of the area. 
 
 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 need. 
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Performance Standards 
Measures and analyzes community interests and needs in order to develop innovative programs and 
services which are valued by customers, supports their interests, and exceeds their expectations; 
prepares an accurate budget to ensure the efficient use of resources; actively initiates programs and 
services which ensure the completion of departmental vision, goals, and objectives; provides leadership 
in the development and administration of library policies and procedures to ensure quality public library 
service; maintains positive and effective public relations when resolving customer problems or 
complaints. 
 
Minimum Qualifications 
Requires a Master of Library and Information Science from an American Library Association accredited 
college or university, plus five (5) years as a professional librarian, two (2) of which were in a 
supervisory role; work which provides the required knowledge, skills, and abilities. 

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 effective public relations techniques. 
3. Knowledge of effective training techniques and staff development. 
4. Knowledge of integrated library systems. 
5. Knowledge of the design and distribution of survey instruments. 
6. Knowledge of the needs and interests of library customers and their relationship to library 

programs and services. 
7. Knowledge of the principles and methods of professional library practice. 
8. Knowledge of the principles of fiscal management. 
9. Knowledge of the principles of human resource management and supervision. 
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 of library policies and procedures relevant to building security and personal safety of 

staff and patrons. 
13. Knowledge of library policies and procedures relevant to emergency preparedness, including 

natural disasters. 
14. Knowledge, understanding and proactive reduction to barriers to library use. 
15. Knowledge of library provided equipment and software including website databases, catalog, 

and ILS. 
16. 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. 

17. Knowledge and awareness of the attributes and library needs of community demographics; the 
ability to apply that knowledge through materials, services, policies, and programming. 

18. 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 
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1. Skill in accurately interpreting community interests and needs with the development of 
appropriate programs and services. 

2. Skill in effective communication with others both orally and in writing. 
3. Skill in establishing and maintaining effective public relations. 
4. Skill in planning, delegating, and reviewing the work of subordinates. 
5. Skill in the analysis and evaluation of statistical data. 
6. Skill in the analysis of budget needs. 
7. Skill in using electronic/digital resources, integrated library systems, and standard office 

equipment. 
8. Skill in use of computers, productivity software, and internet applications. 

C. Abilities 

1. Ability to analyze community needs and recommend specific methods to respond to identified 
needs. 

2. Ability to identify and prioritize work needs. 
3. Ability to work collaboratively with others to achieve organizational goals and objectives. 
4. Ability to adapt to change, demonstrating flexibility and creativity. 
5. Ability to assess situations and troubleshoot to identify effective solutions. 
6. Ability to develop goals and objectives and to establish priorities. 
7. Ability to determine scope and requirements of a project, coordinate and schedule activities, 

control resources, and identify and control risk for quality project completion. 
8. Ability to attract, retain, and motivate staff and volunteers to work toward shared objectives; the 

ability to supervise and evaluate workers in the most effective manner to achieve the goals of 
the organization. 

9. 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. 

10. Ability to establish and maintain effective professional relationships among colleagues, staff, 
library customers and the general public. 

11. Ability to formulate and implement effective library policies and procedures. 
12. Ability to instruct and supervise others and to maintain good morale and discipline. 
13. Ability to foster employee engagement and manage a team of individuals to work toward 

common objectives. 
14. Ability to promote and support the fundamental purpose of the public library. 
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 develop partnerships, networks, and relationships and to collaborate with 

stakeholders and the community. 
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 demonstrate and foster respect for all individuals and points of view. 
20. Ability to troubleshoot basic technology problems. 
21. 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. 

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 lift or move heavy bins, boxes and/or bags, materials, and equipment. 
 

Working Conditions 
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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. 

 


