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POSITION ANNOUNCEMENT 
September 18, 2009 

 
Executive Director 

Timberland Regional Library 
Tumwater, WA 

 
 

 Position Information: Grade 84 
 Full-time, exempt 
        

Position Code:   Executive Director 2009 (Include on your application and mailing envelope) 
 
 Salary Range: $100,881 - $139,644 annually  
 
 Closing Date: November 20, 2009 at 5pm  
 
 Benefits: Employee Assistance Program 

Medical, dental, vision, life & long-term disability insurance available 
 Washington State Public Employees Retirement System  
 Deferred Compensation & Flexible Benefits Plans Available (optional)  
 Paid Sick, Vacation & 13 Holidays  
 
 To Apply: Obtain “Application for Employment” Materials: 
 Online at http://www.trlib.org/employme.htm 
 At the Administrative Service Center (see address below) 
 At your local Timberland Regional Library  

 
 Submit Materials to: 
 Timberland Regional Library Administrative Service Center 
 Attn: Human Resources 
 415 Tumwater Blvd SW 
 Tumwater, WA 98501 
 

Application materials must be RECEIVED at the Administrative Service Center by 5pm on the closing date. 
 

Resume not accepted in lieu of Application - No emailed or faxed materials accepted  
 
    
 

SPECIAL INSTRUCTIONS:  
 
 

Please submit a Cover Letter, Resume and your answers to the Supplemental Questions, in addition to your application. 
 
 
 

http://www.trlib.org/employme.htm


GENERAL PURPOSE:  Reporting directly to the Board of Trustees, plans, coordinates, and directs the Timberland Regional Library District’s operations, 
activities, programs, services, and personnel. 
 
PRIMARY DUTIES AND RESPONSIBILITIES: 
The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a 
representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to 
perform additional, position-specific duties. 
 

 Oversees and directs library facility operations, support services, personnel, technology, administration, public services, and foundation 
activities for the District. 

 Ensures the delivery of high quality library programs and services to the community. 

 Advises, informs, and provides recommendations to the Board of Trustees regarding issues and concerns impacting the District.  

 Directs the planning, development, and implementation of the District’s Strategic Plan. 

 Monitors and ensures Strategic Plan objectives and activities are completed in a timely manner. 

 Oversees the development and administration of the District’s budget. 

 Directs and supervises Director’s Management Council members and activities. 

 Provides leadership to the Planning Council in determining the focus and theme of annual programs; facilitates the development of the annual 
planning calendar. 

 Coordinates the goals of the Foundation with the Library Board of Trustees. 

 Drafts and delivers the annual “State of the Library” address to the Board of Trustees and County Commissioners. 

 Prepares and delivers “Library Vision” speeches for All Staff Day, City Councils, Friends of the Libraries, and other official and/or civic groups. 

 Markets and explains the services and advantages of the Library District to the public. 

 Advocates for public acceptance and approval of the Library in all venues. 

 Hires, trains, supervises, and monitors the performance of top management personnel. 

 Communicates decisions and activities of the Board and Director’s Management Council to all District personnel. 

 Monitors and ensures staff compliance with District policies and procedures. 

 Serves as a representative and attends/participates in a variety of board, council, and committee meetings. 

 Performs other duties as assigned or required.  
 
MINIMUM QUALIFICATIONS: 
 
Education and Experience: 
Master’s Degree in Library Science, and seven years experience as a Director in a large, multi-branch library system; OR an equivalent combination of 
education and experience.  
 
Required Licenses or Certifications: 

 Must possess a valid Washington Driver’s License. 

 Washington State Librarian Certificate is required. 
 
Required Knowledge of: 

 Principles and practices of library science. 

 Public library policies, procedures, and standards. 

 Processes for developing strategic plans for multi-branch library systems. 

 Library system/foundation goals and objectives. 

 Methods for marketing library services to the public. 

 Processes for developing and administering budgets. 

 Supervisory principles, practices, and methods. 
 
Required Skill in: 

 Directing library operations, programs, and services within a large library system. 

 Ensuring the delivery of quality library programs and services to the community. 

 Developing/implementing library strategic plans, goals, and objectives.  

 Communicating proactively with internal and external constituencies to affect understanding and support for district goals, objectives, programs and 
services 

 Establishing and maintaining effective working relationships with staff, District departments, library branches, government officials, library patrons, 
and the general public. 

 Developing/administering budgets and monitoring expenditure. 

 Supervising, leading, and delegating tasks and authority. 
 
Physical Demands / Work Environment:   

 Work is performed in a standard office environment. 

 Subject to sitting, standing, and walking. 

 
 


