HIGH Tech,
HIGHER Education and
HIGHEST Quality of Life

THE POSITION

Library Division Manager—Adult Services
$44,088-$53,796

ABOUT PULLMAN

Pullman is located in the rolling hills of southeastern Washington and is the home
of Washington State University. Spokane is located approximately 80 miles to the
north, and Moscow, Idaho, is 8 miles to the east.
The community consists of a population of 29,820. The city covers an area
of 9.60 miles. There are 15 distinct parks and natural areas encompassing
more than 140 acres.
The City and University provide an abundance of
recreational, cultural, and
community events, which include
PAC-10 sports, arts, and
entertainment.
Considered the “crown jewel” of
the city, the library enjoys strong support from an active
and visionary staff, library board and
generous community. The Friends of the
Library ensure additional resources for
innovative planning.

THE CANDIDATE

The City of Pullman is an Equal
Employment Opportunity employer.
If you have a disability for which you
will need reasonable
accommodation, please provide the
ADA coordinator with your request in
sufficient time for the city to provide
a reasonable accommodation.
(509) 338-3207;
Telecommunications Device
for the Deaf (TDD)
1-800-833-6388.

Knowledge of:
The principles and practices of library and information science in the areas of
reference, collection development, information delivery systems, cataloging and
adult services;
The techniques used to plan, develop, implement, and evaluate library service
programs;
Management theory and supervisory techniques;
Current reference materials and sources available for a small-medium sized public
library.
Ability to:
Assess needs and develop short- and long-range plans for library programs;
Understand and abide by legal parameters in dealing with issues such as
censorship, library use policies, fund raising and public relations;
Effectively supervise the work of subordinate staff;
Evaluate adult library needs and develop programs and collections to meet those
needs;
Determine budgets and allocate resources;
Deal with the public in a calm, pleasant, and courteous manner;
Communicate effectively and make effective presentations to small and large
groups;
Establish and maintain effective working relation-ships with the public, library
personnel and community organizations;.
Maintain flexibility in scheduling;
Represent the library and provide leadership for professional, educational and
community organizations;
Physically perform the essential functions of the job.
(A detailed classification specification is available upon request.)

EXPERIENCE

THE DUTIES

THE BENEFITS

TO APPLY

Applicants are required to have certification by the State Board for
Certification, or the ability to obtain certification at the time of
appointment, as required by R.C.W. 27.04.055. Certification may be
obtained by 1) having a Masters of Library Science from an ALA
accredited school, or 2) passing an examination given by the M.L.S.
Three years of progressively responsible experience utilizing
independent judgment in one or more of the following areas:
collection management, cataloging, reference, supervision and
programming for adults.
Library Division Managers serve as members of the library’s
management team. As such, the Adult Services Division Manager
will plan, organize and supervise all operations of the library Adult
Services division. Core competencies should include: collection
development, reference and reader’s advisory, supervision,
programming, community outreach, team management, planning
and evaluation of services, awareness of current technology,
excellent communication and organizational skills and a strong
commitment to customer service. The incumbent will work closely
with the Library Director, area supervisors and staff work groups, as
well as with the Library Board and local institutions to cooperatively
develop library and divisional goals consistent with the overall
mission of the Library. Employees in this class analyze and evaluate
the needs of the community to provide library services that meet
educational, informational and recreational needs.
Comprehensive medical, dental, and vision insurance,
including family coverage.
11 paid holidays.
Deferred Compensation plan available.
To be considered for this position, candidates are required to submit
a completed City of Pullman application packet including a letter of
application, curriculum vitae, completed application and the names
and contact information for at least three references by 5 p.m. on the
closing date. To request a confidential application packet, please
call the Human Resources Department at (509) 338-3207.
Please submit your application packet to:
City of Pullman
Human Resources Manager
325 SE Paradise St.
Pullman, WA 99163
CLOSING DATE:

http://www.pullman-wa.gov

August 22, 2011

