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JOB DESCRIPTION 
RUTHERFORD COUNTY LIBRARY SYSTEM 

BRANCH MANAGER 
 
 
1. JOB TITLE: BRANCH MANAGER 
 
2. DEFINITION:  The position of Branch Manager performs administrative duties in managing a branch 

library of the Rutherford County Library System (RCLS) which includes the Linebaugh Public Library, 
Smyrna Public Library, Myrtle Glanton Lord Library (MGL), the Eagleville Bicentennial Public Library 
and the Bookmobile.  This position actively participates on the library management team.    As part of a 
designated management team, the employee may oversee department operations in the Director’s 
absence. An employee in this position at the main branch (Linebaugh Public Library) will be responsible 
for working with the Director as second in charge and must be able to assume the Director’s 
responsibilities temporarily when needed and acts as Librarian-in-charge in the absence of the Director.  
This position is a mid/upper level management position. The employee will be directly responsible to 
the Director.  This position is classified as Exempt for the purpose of the Fair Labor Standards Act.  

 
3. ORGANIZATIONAL RELATIONSHIP:  
  

Report to:  
Director 

  
 Supervise: 
  Circulation Supervisor [Linebaugh] or circulation staff   

Maintenance/Driver 
Supervisory Associate 
Youth Services Specialist 

 
4. EQUIPMENT/JOB LOCATION: 
 

a. A Branch Manager must be capable of operating computer and library automation systems, 
telephone, and other modern office equipment.  

b. The job location is at but not limited to the Linebaugh Public Library. Work is generally performed 
indoors and in a smoke-free environment. 

 
5. ESSENTIAL FUNCTIONS OF THE JOB: 
 

a. Is responsible for the daily operation of the branch with the approval of the Director of the 
Rutherford County Library System.  

b. Assists in selecting, training, and supervising the personnel at the branch site (including scheduling 
work assignments, maintaining accurate time records, scheduling all leave time to be taken, and 
giving assistance as needed).   

c. Supervises maintenance of building and grounds.  
d. Acts in Director’s absence.  [Linebaugh] 
e. Selects and manages system-wide on-line databases.  [Linebaugh]  
f. Submits monthly, quarterly, and yearly reports to be used in reports to the Linebaugh Library Board.  
g. Prepares monthly reports for the Highland Rim Regional Library.  
h. Is responsible for reporting funds collected at the branch in accordance with the plans made by the 

Director and the bookkeeper.  
i. Schedules and conducts monthly staff meetings. 
j. Assists in developing the operating budget; ensures spending and purchases are within the 

approved budgetary limitations and legal guidelines. 
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k. Produces various computer generated statistical and management reports.  
l. Assesses community needs to determine library service responses. 
m. Coordinates system-wide programs and projects.  
n. Oversees planning, scheduling, advertising, and delivering programs for adults. 
o. Conducts community analysis activities, examines output measures and disseminates county 

demographic information.  
p. Prepares and implements grants to support service programs of the library system.  
q. Performs as backup to the bookkeeper, including processing and entering payroll information in the 

absence of the bookkeeper and/or Human Resources Administrator.  [Linebaugh] 
r. Files various reports with federal and state agencies. 
s. Plans, conducts, teaches, trains and/or attends various departmental meetings both in and out of 

the office. 
t. Communicates effectively and courteously with the Library Board, supervisors, other employees 

and the public, in person, in writing or by telephone. 
u. Develops and presents programs and book reviews for civic and other interested groups and 

organizations. 
v. Identifies opportunities and advocates library participation in community, state and national events.  
w. Performs all department routines and responsibilities efficiently and effectively. 
x. Maintains confidentiality about information learned on the job. 
y. Maintains good communication with direct supervisor. 

 
 
6. ADDITIONAL EXAMPLES OF WORK PERFORMED: 
 

a. Oversees and/or participates in special projects. 
b. Performs other duties as assigned. 

 
7. REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 
 

a. Bachelor’s degree from an accredited college, Master of Library and Information Science (MLIS or 
equivalent) degree from an accredited college and at least five years of progressively responsible 
library management experience required; or, any equivalent combination of education, training, and 
experience which provides the requisite knowledge, skills, and abilities for this position. 

b. Ability to use and understand modern library technologies including the digital library, on-line 
references, Internet, references on CD-ROM, and computer networks.   

c. Must have legal authorization to work in the United States of America. 
d. Must possess a driver’s license valid in the State of Tennessee with the ability to safely operate a 

motor vehicle. 
e. Must not have been convicted of or pleaded guilty to or entered a plea of nolo contendere to any 

felony charge or to any violation of any federal or state laws or city ordinances relating to force, 
violence, theft, dishonesty, gambling or controlled substances.  

f. Ability to coordinate, delegate and negotiate. 
g. Ability to rapidly acquire knowledge and skills in the practices and techniques of modern library 

operation, including those associated with human resources. 
h. Ability to handle the mental/visual strain involved in the use of printed materials, computer screens, 

preparing statistics, reports and working with staff.  
i. Sensitivity to issues pertaining to diversity in the community and skill in effectively communicating 

with people of diverse cultural and educational backgrounds, including appointed and elected 
officials and employees on all levels. 

j. Have a good reputation for and the ability to maintain confidentiality, and a good moral character. 
k. Ability to attend Board meetings, training sessions, seminars and other meetings outside of regular 

working hours. 
l. Ability to exercise good judgment in evaluating situations and making decisions. 
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m. Skill in public speaking. 
n. Excellent research, analysis, and writing skills. 
o. Ability to make financial and budgetary decisions. 
p. Possess excellent communication skills, both written and oral. 
q. Ability to analyze and resolve complex and sensitive problems. 
r. Flexibility to handle diverse issues with different completion schedules. 
s. Excellent human relations skills with the ability to communicate courteously and effectively, both 

orally and in writing, with the public, elected officials, department heads and other employees of the 
Library and the media. 

t. Ability to understand and carry out oral and written instructions and posted schedules. 
u. Ability to learn new job related concepts and procedures. 
v. Must possess a working knowledge and the ability to use personal computers and standard word 

processing programs, including Microsoft Word and Excel. 
w. Possesses temperament and good judgment to effectively deal with the public and/or Library 

employees, some of whom may be irate or unreasonable, both by phone and personal contact. 
x. Ability to comprehend and follow Board and Director policies. 
y. Possess physical and mental ability to work independently to the extent appropriate to the position. 
z. Be a person of good moral character, compassionate and possess high ethical standards. 
aa. Ability to perform the duties of the job for an entire workday. 
bb. Ability to work evenings and weekends as needed. 
cc. Ability to report to work on time and perform job responsibilities in a timely manner in order to meet 

scheduled deadlines. 
dd. Must be able to handle pressures of deadlines, cope with frequent interruptions and a variety of 

situations necessitating alertness and stamina.  
ee. Ability to perform a variety of tasks simultaneously or in rapid succession. 
ff. Ability to prepare accurate records and reports.  
gg. Ability to read and comprehend reports, policies and other documents. 
hh. Ability to stoop, stretch, climb, lift, carry, shelve and retrieve books and materials from shelves and 

storage locations (generally not exceeding 40 pounds). 
 

NOTE: This job description describes the nature and level of assignments normally given in this 
position. It is not an exhaustive list of duties. Employees may be expected to perform additional related 
duties which are specific to their area that may not be reflected in this summary. 

 


