TIPPECANOE COUNTY PUBLIC LIBRARY
JOB POSTING

Branch Manager

Tippecanoe County Public Library
Lafayette, Indiana

Tippecanoe County Public Library seeks a skilled manager to join our public library system and our
commitment to achieving our vision for over 150,000 area residents! We will hire a dedicated, service-
oriented manager with a commitment to neighborhood library service. Supervise M.L.S. and
support staff as you develop programs and services at the Wea Prairie Branch Library. The
successful candidate will have seasoned practical problem-solving skills, the ability to make
independent decisions and strong interpersonal, people and communications skills. Expertise in
community engagement is highly desirable.

Minimum 2 years supervisory or management experience in a public library or any equivalent
combination of training and experience is preferred. ALA accredited MLS required. This is a 40-hour
position with some evenings and weekends required. Starting salary is $56,000-$63,000/ year. TCPL has
an excellent benefits package.

Located in mid-central Indiana, Lafayette is the home of Purdue University, one hour north of
Indianapolis. Enjoy Midwest friendliness combined with excellent cultural, educational, and sports
opportunities. Please submit a TCPL application, resume, three references, and a letter of interest to
Human Resources Coordinator, TCPL, 627 South Street, Lafayette, IN 47901 or by email at
hrc@tcpl.lib.in.us. Job description and application located at the library website at:

http:/ /www.tcpl.lib.in.us/employment.

TCPL is committed to equal employment opportunities. Applications are sought from all qualified
people, without regard to race, age, religion, color, sex, sexual orientation, disability, Veteran status,
national origin, or ancestry.

POSITION TITLE: Branch Manager

DEPARTMENT: Wea Prairie

FLSA: Exempt

SUPERVISOR: Divisional Librarian of Programs and Services
SALARY SCHEDULE CLASSIFICATION: Department Head

JOB OBJECTIVE:

Under general supervision of the director or director’s designee, efficiently and effectively assume
responsibility for the daily operation and management of a library branch, working closely with the
Tippecanoe County Public Library department heads to ensure exemplary public service to all
library customers.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Support and contribute to overall library mission

Know, apply, and assist in the development of professional codes and library policies
Understand the necessity of, and maintain, confidentiality of library use

Deal with disturbances and problem users

Promote a climate of professionalism, cooperation, and mutual support


https://tcpl.lib.in.us/library-policies/vision-statement/
mailto:hrc@tcpl.lib.in.us
https://tcpl.lib.in.us/wp-content/uploads/2021/08/TCPL-employment-application.pdf
http://www.tcpl.lib.in.us/employment

Assist the director or the director’s designee with branch library goal setting, planning, procedures
and collection development and budgeting

Oversee and coordinate programming activities at the branch

Conduct various personnel management activities, including interviewing, hiring, scheduling, and
evaluating branch library staff, recommending appointments, transfers, promotions and
disciplinary actions

Contribute to the discussions and decisions of the Management Team

Conduct branch library staff meetings

Perform Circulation functions as needed

Work evenings and weekends

May also take responsibility for one of the following service areas:

Planning and delivering branch service to children and young adults

Planning and delivering branch service to adults

Serve as liaison with community groups and other organizations

Participate in professional library associations

Act as staff member in charge of the Tippecanoe County Public Library when needed.

Other duties as assigned and/or required

QUALIFICATIONS:

Education:

MLS from an ALA accredited library school

Previous experience:

A minimum of two years supervisory or management experience in a public library preferred or
any equivalent combination of training and experience sufficient to indicate the ability to do the job.

Skills:

Must have excellent problem-solving skills and be able to make independent decisions

Must be dedicated to quality customer service

Must be able to select, train, supervise and evaluate staff

Must have the ability to create a team spirit

Must be able to effectively ascertain and handle problematic situations, carrying out emergency
procedures when necessary

Must have effective oral and written communication skills with customers and staff; proficiency in
English required, and ability to communicate in other languages highly desirable

Must be dependable, flexible and able to work under pressure

Must be able to efficiently prioritize tasks and responsibilities, handling multiple projects and
deadlines effectively

Must have knowledge of popular collections and public library branch resources

Must have the ability to apply latest trends in technology and library services

Must have good memory for facts and routines

Must be able to efficiently utilize word processing, spreadsheet and database software and
troubleshoot simple equipment problems

LICENCE/CERTIFICATION:
Indiana Public Librarian Certification

ENVIRONMENTAL CONDITIONS:
Must be able to work at a computer terminal for 55 minutes at a time

MACHINES, TOOLS, EQUIPMENT & WORK AIDS:
Personal Computer, FAX, copiers



