
TIPPECANOE COUNTY PUBLIC LIBRARY 
JOB POSTING 

 
Head Adult Services Librarian 
 
Tippecanoe County Public Library 
Lafayette, Indiana 
 
Tippecanoe County Public Library seeks a skilled manager to join our library team and commit to 
achieving our vision for over 150,000 area residents! We will hire a conscientious, customer-oriented 
manager with a commitment to public library service to lead our Adult Services department. 
Supervise four M.L.S. Librarians along with support staff as you formulate, deliver and evaluate 
programs and services. The successful candidate will be an enthusiastic programmer and have 
seasoned problem-solving skills, the ability to make independent decisions and strong 
interpersonal and communications skills. Experience in community engagement and working with 
underserved populations is highly desirable. 
 
Minimum 3 years supervisory or management experience in a public library or any equivalent 
combination of training and experience is preferred. ALA accredited MLS and Indiana State Library LC2 
Certification required. This is a 40-hour position with occasional evenings and weekends required. 
Starting salary is commensurate with relevant work experience, skills, and education: $56,000 -
$63,000/year. TCPL has an excellent benefits package. 
 
Located in mid-central Indiana, Lafayette adjacent to 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:  Department Head 
DEPARTMENT:  Adult Services 
FLSA: Exempt 
SUPERVISOR:  Divisional Librarian of Programs and Services 
SALARY SCHEDULE CLASSIFICATION:  Department Head  
 
JOB OBJECTIVE: 
 Formulate, deliver, and evaluate adult services and resources for the customers of TCPL. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 Support and contribute to overall library mission 
 Formulate goals, policies, and procedures for work in the adult services department 
 Recruit, train, supervise and evaluate adult services department personnel 
 Plan duty assignments and work schedules 
 Plan and oversee the selection and maintenance of all resources in the adult services  
  collections, including special collections 
 Approve all budgeted departmental expenditures and recommend new 

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


  expenditures to the library director 
 Conduct adult services staff meetings 
 Oversee the programming activities of the department 
 Serve as liaison with community groups and other organizations 
 Recommend merit recognition for adult services staff members 
 Compile quarterly and annual department reports 
 Present talks to community groups  
 Maintain effective communication with staff and community 
 Assist and instruct library customers with use of library resources 
 Provide readers advisory service 
 Serve on Management Council, Administrative Team, and other library 
  committees 
 Attend training workshops and meetings 
 Actively participate in professional organizations 
 Deal with disturbances and problem users 
 Understand the necessity of, and maintain, confidentiality of library use 
 Foster on-going cooperation with all departments within the library 
 Act as staff member in charge of library as needed 
 Know and apply professional codes and library policies 
 Other duties as assigned and/or required 
 
QUALIFICATIONS:      
 Education: 
 MLS from an ALA accredited library school 
  
 Previous Experience: 
 Three years of professional library experience required. A minimum of 
 three years supervisory or management experience or any equivalent  
 combination of training and experience sufficient to indicate ability to do the job. 
  
 Skills: 
 Must be able to: 
  select, train, supervise, and evaluate staff 
  have knowledge of current adult services resources and issues 
  apply latest trends in technology and library services  
  create a team spirit 
  have good problem-solving skills 
  be dedicated to quality customer service 
  effectively ascertain and handle problematic situations 
  work cooperatively with staff and public 
  plan and organize work efficiently 
  have strong written and verbal skills 
  prioritize tasks and responsibilities 
  effectively manage multiple projects and meet deadlines 
  carry out emergency procedures when necessary 
  be dependable 
  have a good memory for facts and routines 
  efficiently utilize word processing and databases 
 
 



 
 License/certification: 
 Ability to attain and maintain Indiana Library Certification LC2 
 
ENVIRONMENTAL CONDITIONS: 
 Must be able to: 
  retrieve materials from shelves 6' high and stoop to retrieve materials from  
   shelving close to the floor 
  tolerate dust 
  tolerate newsprint, ink, glues, and mildew 
  lift one or more library materials weighing 10-25 pounds 
  maneuver a cart (empty or full) weighing 25-75pounds 
 
MACHINES, TOOLS, EQUIPMENT AND WORK AIDS: 
 Must be able to use, replenish supplies, and correct normal problems on general office aids 
including: 
  Computers 
  Photocopies 
  Typewriters 
  Printers 
  Microfilm machines 
  FAX machines 
 
 


