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JOB DESCRIPTION 

CHIEF EXECUTIVE OFFICER (CEO) 

BURK’S FALLS, ARMOUR & RYERSON UNION PUBLIC LIBRARY 

 

Job Title:  Chief Executive Officer (CEO)  Date: Spring 2013 Reviewed:   2015 

Responsible to:  Library Board 

Hours:  33 hours per week  Hourly Rate:    

Job Summary 

Reporting to the Burk’s Falls, Armour and Ryerson Union Public Library Board, the CEO of the library is responsible to the Board for 
the administration, organization and planning of all library operations and services in accordance with policies established by the 
Board; advises the Board and makes recommendations concerning new policies and services; serves as secretary/treasurer to the 
Board; serves as the board representative to the  community when directed by the Board to professional organizations and to 
government agencies.  
 
DUTIES AND RESPONSIBILITIES 

 

1.0 AS CHIEF EXECUTIVE OFFICER 

 

According to the Public Libraries Act, R.S.O. 1990, c.P.44, Section 15 (2):  “A board shall appoint a chief executive officer 

who shall have general supervision over and direction of the operations of the public library and its staff, shall attend all 

board meetings, and shall have other powers and duties that the board assigns to him or her from time to time.” 

1.1 Policy 
(a) Carries out Board policies and directives. 
(b) Advises the Board on matters of policy.   Recommends policies to meet the goals and objectives of the 

library and to meet the needs of the community for library services and facilities. 
(c) Reviews existing policies and recommends changes or additions. 
(d) Coordinates and participates in long-term strategic planning, in conjunction with the Board. 

 

1.2 Programmes and Services 
(a) Develops procedures for the implementation of Board approved policies and directives. 
(b) Plans, organizes, directs and evaluates library programmes and services and allocates resources to 

ensure the effective and efficient operation of the library. 
(c) Orders supplies, furnishings and equipment. 
(d) Selects and acquires materials for the library collection.  
(e) Ensures that the collection is properly maintained and organized and that an effective collection control 

system is in place. 
(f) Prepares and presents a monthly report of the library’s activities, monthly statistics and items of 

concern or interest.  
(g) Prepares and distributes an annual report. 

 

1.3 Personnel 
(a) Hires, promotes and dismisses staff with approval of the Board. 
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(b) Establishes and maintains personnel practices and directs the hiring, training and development, 
performance appraisal, salary administration, discipline and dismissal of staff, in accordance with 
provincial and federal legislation. 

(c) Recommends compensation levels and salary administration policies to the Board. 
(d) Advises the Board on staffing requirements.  
(e) Acts as a liaison between staff and Board. 
(f) Prepares work and vacation schedules and authorizes leaves of absence.  
 

1.4 Finance and Administration 
(a) Directs the financial administration of the library to ensure cost-effectiveness of services and operations. 
(b) Prepares and administers the annual operating and capital budgets of the library and provides the Board 

with financial statements and other financial reports as required. 
(c) Serves as a signing officer of the Board. 
(d) Makes applications for and administers special grants. 
(e) Oversees the operation and maintenance of the Library’s physical facilities and equipment ensuring 

compliance with budgetary guidelines and Board policies. 
(f) Ensures all staff, contractors and consultants work in a manner consistent with the Occupational Health 

and Safety Act and other such regulations and guidelines. 
(g) Maintains Board records related to finance, personnel, inventory, insurance and annual reports. 

 

1.5 Public Relations 
(a) Plans, coordinates and conducts an on-going public relations programme to inform the public about the 

library and its services. 
(b) Acts as a liaison with other community organizations, when directed by the Board. 
(c) Deals with patron’s suggestions, problems and complaints.  
(d) Keeps current on new developments, initiatives and technological changes in librarianship and advises 

Board of same. 
 

1.6 Other 
(a) Oversees the operation and maintenance of the library’s physical facilities and capital equipment and 

supervises the Burk’s Falls, Armour, Ryerson Community Access Site (CAS-YI). 
(b) Keeps abreast of new developments in the field of librarianship.  
(c) Acts as a liaison with the Ontario Library Service (OLS) and the Library and Community Information 

Branch of the Ministry of Culture, Tourism and Recreation.  
(d) Maintains safety of library when on duty.  

 

2.0 AS SECRETARY TO THE BOARD 
(a) Performs the duties of Secretary to the Board in accordance with the current Public Libraries Act.  
(b) Conducts the Board’s official correspondence.  
(c) Keeps minutes of every meeting of the Board, and its committees, and ensures distribution of minutes in 

accordance with Board policy.  
(d) Prepares meeting agendas, in consultation with the Board or committee chairperson.  
(e) Notifies Board members of meetings.  
(f) Maintains files of library records and correspondence.  
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3.0 AS TREASURER TO THE BOARD 
(a) Performs the duties of Treasurer to the Board in accordance with the current Public Libraries Act.  
(b) Receives and accounts for the Board’s money.  
(c) Opens an account, or accounts, in the name of the Board in a chartered bank, trust company or credit 

union approved by the Board. 
(d) Ensures that all money received on the Board’s behalf is deposited to the credit of the Board’s account 

or accounts.  
(e) Disburses the money as the Board directs.  Receives and pays all bills and maintains financial records in 

accordance with good business practice.  
(f) Prepares and presents regular financial reports of receipts and expenditures.  
(g) Serves as one of the three signing officers of the Board. 

 

QUALIFICATIONS 

EXCEL Advanced or MLS Qualifications, with at least three years of work experience in a library.  Managerial experience 

is essential. 

DESIRABLE SKILLS 

Financial-budgeting Skills: The Library funding is primarily from two sources; an annual provincial grant (Ministry of 

Tourism, Culture & Sport) and annual Municipal grants.  It is expected that the CEO will have experience with budgeting 

and possess political dexterity.  The successful candidate will maximize all sources of revenue, donations, grants and 

fund-raising monies, and report accordingly to the Board. 

Collection Development Skills: A strong level of experience in this area is necessary to maintain and improve the quality 

and diversity of the Burk’s Falls, Armour & Ryerson Union Public library collection. 

Personal Communication Skills:  The successful candidate will possess enthusiastic customer service skills.  This includes 

strong abilities to speak effectively in public, and to communicate effectively in print.  Successful performance as a team 

member under a Board, in a municipal or government setting, is desirable. 

Information Technology: The CEO will operate and demonstrate competence in using our web-based library, as 

well as MS-Office.  Proficiency in the use of e-mail is essential, as well as interactive capabilities for a variety of social 

media.  Competence in presenting digital web-based information and other written communications clearly and 

professionally is required. 

Human Resource Skills: The Library is a non-unionized workplace.  The staff is professional and all are involved in the 

continuous efforts to improve qualifications and competencies.  The CEO must be sensitive and supportive of these 

efforts.  Knowledge of, and interest, in current events in the community in the profession, and the world at large, is 

desirable. 

Leadership Skills: The CEO must inspire and support all staff, and possess the ability to lead with a clear vision.  As 

the leader of a dedicated team, the CEO assumes the responsibility of a friendly and efficient service to the public it 

serves.  It is expected that the CEO will develop partnerships and a close relationship with the municipalities of Burk’s 

Falls, Armour, Ryerson and McMurrich. 
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BURK’S FALLS, ARMOUR & RYERSON UNION PUBLIC LIBRARY 

LIBRARY CLERK JOB DESCRIPTION 

 

Job title:   Library Clerk   Date of adoption: November 19, 2008 

 Responsible to:  CEO    Updated: July 2014      

Hours:  17 hours per week          

Job Summary 

The Library Clerk is a part time position with regularly scheduled hours per week, evenings and Saturdays, plus fills in for 

staff vacation, training and sick leave. Under the supervision of the CEO, the Library Clerk performs a variety of 

circulation desk duties according to established procedures and service guidelines. The successful applicant must have a 

recent criminal record check, including vulnerable sector screening.  

Duties and Responsibilities 

Front Desk and Circulation: 

 Serves patrons in a courteous and business-like manner 

 Answers telephone and performs a wide range of clerical public contact duties 

 Uses the library automated circulation system to circulate materials to library users, including checking materials 
in and out, processing holds, registering new patrons, receiving interlibrary loan requests, updating records, 
collecting and recording fines and fees 

 Provides assistance to patrons with reader’s advisory service and instruction in the use of the automated 
catalogue and other information resources 

 Assists patrons with devices such as Daisy Readers, E-Readers, and Playaways 

 Answers directional and basic reference questions correctly and completely 

 Re-shelves materials and maintains collection in good order 

 Ensures effective and efficient operation of library when on duty 

 Responsible for maintaining library orderliness 

 Restocks supplies needed at the circulation desk and/or photocopier 

 May be responsible for opening and closing of library 

 Responsible for securing facility and monitoring all equipment effectively 

 Maintains safety of library when on duty and informs CEO of any safety concerns 

 Provides feedback to the CEO in the form of suggestions, recommendations and complaints from patrons 
 

Cataloguing: 

 Enters new materials in the system and process with barcode labels 

 Maintains inventory of book processing supplies 

 Maintains periodical collection, notifying CEO of missing issues 
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Interlibrary Loans: 

 Looks up and orders interlibrary loans 

 Processes interlibrary loans that come in by mail 

 Processes interlibrary loans to go out to other libraries 

 Updates interlibrary loan system and check for overdue materials 
 

Public Access Computers: 
 

 Assists patrons with searches for information on the internet 

 Assists patrons with software applications provided on public access computers 

 Assists patrons with web-based e-mail 

 Assists patrons with scanning materials and converting files 

 Assists patrons with basic computer skills 

 Notes computer problems in staff notebook and inform CEO 

 Has all patrons using computers or wireless service sign Internet policies agreement 

 Ensures children under 10 years of age have a parent with them in the library during computer use 

 Assists patrons with Service Ontario 
 

Training: 

 Be responsible for participating in training requested by the CEO 
 Be responsible for learning about new devices, databases, programs and software provided by and owned by 

the library 
 

Other 

 Attends staff meetings or workshops, as requested.  

 Maintains the confidentiality and security of patron-related and library information. 

 Supports the Burk’s Falls, Armour and Ryerson Union Public Library Mission, Vision and values. 

 Performs other tasks as assigned by the CEO.  

 Complies with Burk’s Falls, Armour and Ryerson Union Public Library policies and procedures.  
 
 
Job Qualifications: 
 
High School diploma or equivalency 
 
Library skills sufficient to accomplish the duties listed above, “transferable” skills, or the ability to learn those skills. In 
particular, the ability to learn the use of the Dewey classification system, and other Library procedures is required 
 
Computer skills sufficient to perform the functions of the online catalogue and circulation modules of the Library’s 
automated Library system 
 
Knowledge of social media such as Facebook, Twitter, and some experience with blogging 
 
Excellent public service skills are essential 
 
Good clerical skills are required, including keyboarding 
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Working Conditions 
 

 Working conditions contain moderate risks which require planned safety, such as moving shelving and climbing 
on stools 

 Job involves some physical exertion – lifting boxes of books, reaching top of shelves, bending, climbing stairs, 
stepping on low stools, standing long periods of time 

 Job requires mental and visual concentration 

 May be exposed to health and safety hazards when dealing with patrons 
 Travel could be required to attend workshops or conferences 

 

 

This job description indicates the general nature and level of work expected.  It is not designed to cover or contain a 

comprehensive listing of activities, duties or responsibilities required by the incumbent.  The incumbent may be asked to 

perform other duties, as required. 
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BURK’S FALLS, ARMOUR & RYERSON UNION PUBLIC LIBRARY 

LIBRARY PAGE JOB DESCRIPTION 

Job title:   Library Page    Date of adoption: November 19, 2008 

Responsible to:  CEO    Updated: July 2014      

Hours:  10 hours per week          

Job Summary 

The Library Page is a part time position with regularly scheduled hours per week, evenings and Saturdays, plus fill-in for 

staff vacation, training and sick leave. Under the supervision of the CEO, the Library Page performs a variety of 

circulation and clerical tasks according to established procedures and service guidelines.  The successful applicant must 

have a recent criminal record check, including vulnerable sector screening. 

Duties and Responsibilities 

Front Desk and Circulation: 

 Serves patrons in a courteous and business-like manner, answers telephone and performs a wide range of 
clerical public contact duties 

 Uses the library automated circulation system to circulate materials to library users including checking 
materials in and out, processing holds, registering new patrons, receiving interlibrary loan requests, 
updating records, collecting and recording fines and fees 

 Provides assistance to patrons with reader’s advisory service and instruction in the use of the automated 
catalogue and other information resources 

 Assists patrons with devices such as Daisy Readers, E-Readers, and Playaways 

 Answers directional and basic reference questions correctly and completely 

 Re-shelves materials and maintains collection in good order 

 Ensures effective and efficient operation of library when on duty 

 Responsible for maintaining library orderliness 

 Restocks supplies needed at the circulation desk and/or photocopier 

 May be responsible for opening and closing of library 

 Responsible for securing facility and monitoring all equipment effectively 

 Maintains safety of library when on duty and informs CEO of any safety concerns 

 Provides feedback to the CEO in the form of suggestions, recommendations and complaints from patrons 
 

Theme Display: 

 Creates library displays  
 

Public Access Computers: 
 

 Assists patrons with searches for information on the internet 

 Assists patrons with software applications provided on public access computers 

 Assists patrons with web-based e-mail 

 Assists patrons with scanning materials and converting files 

 Assists patrons with basic computer skills 
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 Notes computer problems in staff notebook and inform CEO 

 Has all patrons using computers or wireless service sign Internet policies agreement 

 Ensures children under 10 years of age have a parent with them in the library during computer use 

 Assists patrons with Service Ontario 
 

Training: 

 Be responsible for participating in training requested by the CEO 

 Be responsible for learning about new devices, databases, programs and software provided by and owned by 
the library 

 
Other 

 Attends staff meetings or workshops, as requested.  

 Maintains the confidentiality and security of patron-related and library information. 

 Supports the Burk’s Falls, Armour and Ryerson Union Public Library Mission, Vision and Values. 

 Performs other tasks as assigned by the CEO.  

 Complies with Burk’s Falls, Armour and Ryerson Union Public Library policies and procedures.  
 
 

Job Qualifications: 

High School diploma or equivalency 

Library skills sufficient to accomplish the duties listed above, “transferable” skills, or the ability to learn those skills. In 
particular, the ability to learn the use of the Dewey classification system, and other Library procedures is required 

 
Computer skills sufficient to perform the functions of the online catalogue and circulation modules of the Library’s 
automated Library system 
 
Knowledge of social media such as Facebook, Twitter, and some experience with blogging an asset  

 
Excellent public service skills are essential 

 
Good clerical skills are required, including keyboarding 
 
Working Conditions 
 

 Working conditions contain moderate risk which require planned safety, such as moving shelving and climbing 
on stools 

 Job involves some physical exertion – lifting boxes of books, reaching top of shelves, bending, climbing stairs, 
stepping on low stools, standing long periods of time 

 Job requires mental and visual concentration 

 May be exposed to health and safety hazards when dealing with patrons 

 Travel could be required to attend workshops or conferences 
 

This job description indicates the general nature and level of work expected.  It is not designed to cover or contain a 

comprehensive listing of activities, duties or responsibilities required by the incumbent. The incumbent may be asked to 

perform other duties, as required.    


