
Polk County seeks a motivated, forward-thinking, and community-oriented Library Director for the Polk 
County Public Libraries (PCPL). The Director sits as a department head of the Polk County government and 
directs a talented, enthusiastic staff of 14 full and part time individuals (10.7 FTE) supported by a $620,000 
operating budget. The library provides service to 20,000+ citizens of Polk County through its two libraries, 
located in Columbus and Saluda. As a member of the NC Cardinal library consortium, PCPL collaborates with 
libraries state-wide to share resources through a single online catalog. 
  
The Library director will oversee implementation of the Library’s 2016-2021 Strategic Plan, prioritizing 
creation of opportunities for residents to:  

 Explore and know our community 
 Visit a comfortable place 
 Connect with technology 
 Spark and satisfy curiosity 
 Create a bright future 

Additional opportunities include the development of a teen/maker space at the Columbus Library, creation 
and expansion of community connections and partnerships, improved customer self-service options, and 
facilitation of the next strategic planning process. 
  
Nestled in the foothills of the Blue Ridge Mountains in western North Carolina, Polk County includes 
mountains, foothills, and rolling countryside. The area has a wonderful blend of rural atmosphere and small-
town charm. Polk County has unusually temperate weather due to its location in the "thermal belt," a 
southern slope of the Blue Ridge Mountains that provides a mild four-season climate. Cultural institutions 
include the Polk County Historical Museum, the Tryon Fine Arts Center, and the Tryon Little Theater. The Polk 
County agricultural community provides abundant local produce and other foods, and the county's 
manufactured products include synthetic fibers, crafts, glass, and more. Polk County has a thriving world-
class equestrian community, and recently hosted the 2018 FEI World Equestrian Games. Nearby cities include 
Asheville, Charlotte, and Greenville. 
 
Duties include: Overseeing the development, implementation, and evaluation of library programs and 
services; envisioning and interpreting community needs, developing new programs and services for all 
segments of the community; overseeing the provision of a quality collection which meets the needs of the 
public; effectively communicating the library’s services, resources, and programs to the community; 
recommending policies and advising the Board and County Government on operational, fiscal, staffing, and 
facilities matters; analyzing staffing requirements and selecting candidates to fill positions. Work is 
performed under the direction of the County manager and in cooperation with an advisory Board of Trustees. 
 
Qualifications: Master’s degree from a program accredited by the American Library Association in library or 
information science and at least six years of progressively responsible experience, including supervisory and 
administrative experience. Must be eligible for certification by the N.C. Public Librarian Certification 
Commission. 
 
To Apply: Please submit a cover letter, resume and Polk County Employment Application to Polk County 
Human Resources. To obtain an application, visit http://www.polknc.org/quick_links/job_openings/. Position 
open until filled. 

http://www.polknc.org/quick_links/job_openings/
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Job Class Title: Library Director 

Department: Library 

Salary Grade:  31 (Min: $50,879; Mid: $65,129; Max: $83,370) 

Work Schedule:  Full -time Regular  

FLSA Classification:  Exempt 

 

Library Director 
 

General Statement of Duties 
 
The Library Director performs complex administrative and professional work developing, implementing 
and evaluating library programs and services. The Director oversees all activities of the library system, 
overseeing library collection development, developing and establishing long range goals and policies, 
preparing and administering the annual budget and promoting a positive image of the library. Work is 
performed under the direction of the County Manager and in cooperation with the Library Board. 
Departmental supervision is exercised over all personnel within the department.  
 
Work is performed with a considerable degree of independence and is evaluated by the County 
Manager through reports, attainment of performance objectives and public acceptance and use of 
library services. 
 

Duties and Responsibilities 
 

Essential Duties and Tasks 
 Directs the development and implementation of the library’s strategic framework; oversees 

planning for services, facilities, collections, staffing and technology; reviews, develops and 
implements policies and procedures to improve department efficiency; interprets and 
communicates goals and objectives and monitors progress utilizing relevant metrics 

 Oversees the library organization; manages and directs major functions, activities, collections 
and services; reviews and evaluates results and initiates corrective action as needed 

 Prepares and presents the annual Library departmental (County) budget; oversees the 
expenditures of all funds received for library services --County, State, Federal, grants and gifts & 
donations 

 Assigns, directs and supervises activities of library employees and volunteers engaged in 
professional, paraprofessional and clerical work, ensuring adherence to established laws, 
regulations, policies and procedures; assists and advises subordinates 

 Creates a climate of learning; encourages and provides opportunities for staff development; 
promotes acceptance for new library concepts, programs and services to improve customers' 
experiences and staff productivity 

 Promotes a positive image of the library through professional and respectful working 
relationships with the Board of Trustees, government officials, area libraries, community 
organizations and the general public 
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 Serves as an official spokesperson for the library:  represents the library system at professional 
organizations, public meetings, activities and events; makes presentations, gives speeches, 
attends and leads meetings; oversees the library’s public relations activities 

 Oversees care and maintenance of library facilities and grounds, reviewing space needs and 
pursuing improvements as needed 

 Maintains current knowledge of developments, trends and issues in librarianship, library 
administration, public administration and technology 

 Monitors existing and proposed state and federal laws and regulations affecting the library 
 Prepares quarterly, annual and other statistical and narrative reports 
 Abides by, enforce and participate in the implementation and ongoing oversight of Polk County 

Government safety standards and regulations 
 
Additional Job Duties 

 Provides research, computer instruction, and reader advisory services to customers 
 Participates in county government leadership, including department head meetings and projects 
 Participates in continuing education opportunities 
 Performs related tasks as required 

 
Recruitment and Selection Guidelines 

 
Knowledge, Skills and Abilities 
Knowledge of: 

 principles, practices and techniques of library science, operations, administration and 
organization 

 public management principles as they relate to library operations and administration: 
budgeting, planning, fund raising, state and local laws, etc. 

 the principles of supervision and personnel management including human resources best 
practices 

 technology, automation, hardware and software applications utilized by public libraries   
 

Skill in: 

 developing and administering budgets and monitoring expenditure 

 supervising, leading and training staff; delegating tasks and authority 

 project management 

 preparing and presenting reports and presentations, both written and to groups 

 listening to, understanding and interpreting information received from employees and 
customers 

 the use of common computer technologies, including email, the Internet, word processors, 
spreadsheets, desktop publishing, current operating systems and mobile applications 

 
Ability to: 

 use quantitative and qualitative measures to analyze library services in relation to needs of the 
community and to redirect library services consistent with changing public needs 

 exercise initiative and independent judgment in order to assess situations, identify problems, 
find and implement logical solutions 

 establish and administer organizational priorities according to library goals, community and 
County needs, and available resources 
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 develop and maintain effective working relationships with community leaders, government 
officials, professional groups and the general public 

 effectively organize, manage and motivate people  

 promote a positive work culture that acknowledges and accept differences and diverse 
viewpoints  

 read, analyze and interpret professional media, financial reports and legal documents 

 communicate effectively, patiently and courteously, both verbally and in writing; listen and 
respond appropriately to needs and concerns 

 work with confidential and sensitive information 
 

 
Education and Experience 
Must have Master’s degree from a program accredited by the American Library Association in library or 
information science and be eligible for N.C. Public Librarian Certification. Must have at least six years of 
progressively responsible library experience, with a strong preference for at least three years of 
experience with supervision and library administration.   
 
Must have the means to travel throughout Polk County on short notice; working in any Polk County 
Public Library location may be necessary depending on assignments and needs of the library. 
 

Physical Activities and Requirements 
 

The physical requirements for this position include the ability to read 6pt font, orally communicate 
efficiently and effectively, perceive and understand information provided verbally at typical decibels by 
phone and in person, prepare and analyze written and computer data, operate office machinery and 
observe general surroundings and activities. 
 
The physical activities for this position are:  Stooping, kneeling, crouching, reaching, lifting, standing for 
long periods of time, walking, fingering, grasping, talking, writing and hearing. This work requires the 
frequent exertion of up 10-30 pounds of force and occasional exertion of up to 50 pounds of force. 
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