Library Board of Directors

Regular Meeting Agenda
Tuesday, December 17, 2024, 7:00pm
Library Meeting Room and Zoom

502 State St, Hood River

Library Board:

Board President: Brian Hackett, Board Vice-President: Karen Bureker, Board members:
Megan Janik, Sara Marsden, and Jean Sheppard.

The Hood River County Library District will hold this meeting by offering a hybrid format.
Participants can attend in-person or on Zoom Conferencing. Please use the following phone
number or video link:

1-253-215-8782, https://us02web.zoom.us/j/897458126187
wd=NFBFTOxUVjFSNOdDVGNIiZTVsNDQ2dz09, Meeting ID: 897 4581 2618

Agenda Items Action Responsible
l. Call to Order Brian Hackett
ill. |Roll call Rachael Fox
IlIl. |Approval of the agenda (additions/corrections/deletions) Motion |Brian Hackett
IV. |Approval of the consent agenda Motion |Brian Hackett

i. Minutes from the November 19, 2024 regular
board meeting

V. |Actual or potential conflicts of interest Brian Hackett
VI. [Citizen comment (3 minutes each) Brian Hackett
VIil. |Reports

i. November 2024 Financial Statements Rachael Fox

ii. Friends update Rachael Fox

iii. Foundation update Rachael Fox

iv. Director’s report Rachael Fox
VIIl. Old Business
IX. |New Business

i. Library Director job description review and Motion |Brian Hackett

update

ii. Janitorial bid and contract approval Motion |Brian Hackett
X. |Announcements
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i. Comments from board members All

ii. Requests/Comments from Library Director Rachael Fox
XIl. |/Agenda items for next meeting Brian Hackett
XIl. Adjournment regular meeting Brian Hackett

Other matters may be discussed as deemed appropriate by the Board. If necessary,
Executive Session may be held in accordance with the following. Bolded topics are scheduled
for the current meeting's executive session.

ORS 192.660 (1) (d) Labor Negotiations

ORS 192.660 (1) (e) Property

ORS 192.660 (1) (h) Legal Rights

ORS 192.660 (1) (i) Personnel

The Board of Directors meets on the 3rd Tuesday each month from 7:00pm to 9:00pm in the
Jeanne Marie Gaulke Memorial Meeting Room at 502 State Street, Hood River, Oregon. Sign

language interpretation for the hearing impaired is available if at least 48 hours notice is
given.

Page 2

Board meeting agenda [2024-12-17]



Library Board of Directors

Regular Meeting Agenda
Tuesday, December 17, 2024, 7:00pm
Library Meeting Room and Zoom
502 State St, Hood River

Library Board:

Board President: Brian Hackett, Board Vice-President: Karen Bureker, Board members:
Megan Janik, Sara Marsden, and Jean Sheppard.

The Hood River County Library District will hold this meeting by offering a hybrid format.
Participants can attend in-person or on Zoom Conferencing. Please use the following phone
number or video link:

1-253-215-8782, https://usO02web.zoom.us/j/89745812618?
wd=NFBFTOxUVjFSNOdDVGNIiZTVsNDQ2dz09, Meeting ID: 897 4581 2618

Agenda Items

Action

Responsible

Call to Order

Brian Hackett

Roll call

Rachael Fox

Approval of the agenda (additions/corrections/deletions)

Motion

Brian Hackett

Ivl

Approval of the consent agenda
i. Minutes from the November 19, 2024 regular
board meeting
Attachment:

o |V.i. Minutes from the November 19, 2024 regular
Library Board meeting

Motion

Brian Hackett

Actual or potential conflicts of interest

Brian Hackett

VI.

Citizen comment (3 minutes each)

Brian Hackett

VII.

Reports

i. November 2024 Financial Statements

The financial statements were not ready in time to be included
in the distributed packet.

Rachael Fox

ii. Friends update
* The Hood River County Reads Committee has selected
The Beadworkers: Stories by Beth Piatote as their 2025
book. Piatote, a Nez Perce member, is a writer and
scholar committed to Indigenous language revitalization.
Her collection offers Hood River County residents an
opportunity to explore contemporary Indigenous

experiences in the Pacific Northwest, highlighting both

Rachael Fox
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the ongoing challenges and the resilience, joy, and
strength of Indigenous communities.

* The Friends of the Library had a holiday social gathering
on Sunday, December 8.

» The Friends of the Library will not be meeting in
December.

iili. Foundation update

* The Library Foundation held a donor appreciation event
on Novemember 18, 2024.

* Ferment Brewing Company Locals Supporting
Locals will be donating 20% of all tasting room sales on
Wednesday, December 18 to the Library Foundation.
Everyone is invited to bring the kids! There will be story
hour with Hot Cocoa or Cider and cookies at 5:30pm.
The Bookmobile will be on site from 5-7pm.

* The Library Foundation donated $3,000 to support the
Hood River County Reads 2025 program.

* The Feast of Words annual fundraiser will take place
Saturday, April 26, 2024.

* The Library Foundation will not be meeting in
December.

Rachael Fox

iv. Director’s report

Administration

* We have hired Elizabeth Backer as our new Teen and
Tween Services Librarian. Elizabeth brings a wealth of
experience and expertise that we are excited to have on
board. Elizabeth holds a Master's degree in English
Literature, and has spent most of her career teaching
literature and writing at the college level. She also has
recent experience working in libraries within the Hood
River County public school district, as well as teaching
reading and writing at local elementary and middle
schools in the ExCel program and as a substitute. Her
experience in teaching, literacy, and working with youth
will be a valuable asset to our team. In her new role,
Elizabeth will be focusing on Teen and Tween library
services, helping us advance our initiatives in collection
development, programming, outreach, community
partnerships, and mentoring youth volunteers. We look
forward to the positive impact she will make. Elizabeth
started in her new position on December 5, 2024.

* We have expanded our library services beyond the
Hood River Library, supporting our strategic priority to

make library service fully accessible to all by reducing

Rachael Fox
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barriers to access. Our library gardens now feature
charging stations in two locations, made possible by the
generous support of the Library Foundation. As always,
free WiFi remains available in our library gardens 24/7.

| have ordered signage for the library gardens to inform
patrons about our free WiFi, charging stations for
devices, and e-bike charging. | anticipate the signs will
be installed in January.

Special Districts Insurance Services has awarded the
Hood River Library a Safety and Security Grant of
$2,500, which will cover approximately 50% of the costs
for installing new camera systems at the library and
panic button systems across all library locations.

We will be taking a break with our bookmobile route
from December 14, 2024 - January 3, 2025 due to
limited staffing available due to vacations, holiday leave,
and library in-house programs.

Programs and services

We have a new, professional brochure to advertise our
services and distribute to new library card holders. | will
bring copies to the meeting. We are working on
translating the brochure into Spanish.

Family programs

Family Arcade Night, First Saturday of the
month at 4:00pm Hood River Library Theater.
Join us for rad retro cabinet arcade games and
other electronic offerings for fans of all ages to
enjoy.

« Family Movie Matinee, Saturday, December
21st at 2:00pm Hood River Library Theater. Beat
the chilly fall weather with a cozy afternoon at our
Family Movie Matinee. Enjoy free popcorn and
ample space to relax in the library theater. While
we can't disclose the movie title here, visit our
website for more information. A perfect
opportunity for family bonding and entertainment
during the chilly season.

o Adult programs

+ Holidays Ornament Workshop with Jordan
Kim Saturday, December 14th at 10:30am Hood
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River Library Reading Room. Join us for a
delightful mixed media art class where creativity
meets nature! Led by professional mixed media
collage artist Jordan Kim, this workshop will
guide you through the process of crafting three
unique, nature-inspired winter ornaments.
Whether you're looking to create thoughtful
handmade gifts or festive decorations for your
own home, these ornaments are perfect for
anyone who loves the beauty of the natural
world.

« Hood River Book Club meets the second

Wednesday of the month at 12:30 p.m. Hood
River Library Meeting Room & Zoom.

+ Cascade Locks Book Club meets the
Fourth Thursday of the month from 5:15 to 7:00
p.m. at the Cascade Locks Library.

*  Writing Group: Every Wednesday at 3 pm in
the Hood River Library Columbia Room. Creative
writing together!

o Teen programs

* Magic the Gathering, Every Friday of the
month at 4pm in the Library Theater.

o Children’s programs

« Holiday Party, Saturday December 21
Cascade Locks and Parkdale 10am-11am and
Hood River 3pm-5pm. Celebrate the season with
friends and family in a festive, fun-filled
atmosphere at the library! Enjoy warm hot
chocolate, exciting games, and creative crafts as
we come together to celebrate the holiday spirit!

+ Storytimes
+ Family Storytime — Hood River
Library Thursdays at 10:30 a.m.
o The storytime is open to all ages.
Storytime will feature stories, songs and

fun! Literacy enrichment will be at the
heart of every session. Children will learn
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pre-reading skills, develop an increased
vocabulary, and nurture a lifelong love of
reading!

* Weekly playgroup and monthly
storytime - Parkdale and Cascade
Locks

Looking for something fun to do with your
children that haven't yet started school? We
have playgroups at our Cascade Locks and
Parkdale Libraries! Each Friday from 10:30-
11:30 we invite parents to come with their
children to explore the library, help kids build
social skills, and make new friends.

o Bookmobile Route

* 1st Thursday, 5:00p-6:30pm, Pine Grove, Early
Intervention 2405 Eastside Rd

* 2nd Thursday, HOOD RIVER

2:30-3:30p Pacific Ave (street parking)
3:30-4:30 Mercado Guadalajara

5:00-6:00p Wyeast Vista Apartments 1800 8th
St.

* 3rd Thursday, HOOD RIVER

2:30p-3:30p Walmart Parking Lot

3:30-4:30p Hood River Crossings Apartments
3145 Cascade Ave.

5:00p-6:00p Columbia View Apartments 1695
Oak St.

* 4th Thursday, HOOD RIVER/ODELL

3p-4p Rockford Grange

* 2nd & 4th Saturday, ODELL

10:30a-12:00p Mobile Home Park/AGA RD

12:30p-1:30p Community Park 3163
Tamarack Rd.

2:30p-3:30p Mid Valley Market

VIIL.

Old Business

IX.

New Business
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i. Library Director job description review and Motion |Brian Hackett
update

Attachment
* IX.i.a. Library Director job description [2024-12-17]
* IX.i.b, Library Director job description n [2019-11-26]

Fox collaborated with HR Answers to revise job descriptions for
the Library District. We have almost completed the process.
Fox is requesting that the library board review the updated job
description for the Library Director. After review and any
recommended changes, she requests we approve the updated
job description. The previous and updated job descriptions are
included in the board packets.

ii. Janitorial bid and contract approval Motion |Brian Hackett

Attachment:
« IX.iii. Bid Request for Janitorial Services

It is time for us to go through the procurement process for our
Janitorial Services. As the contract falls within the range of
over $25,000 and less than $150,000, in accordance with the
Oregon Attorney General's model contracting rules adopted by
the District, Fox solicited four informal bids. This exceeds the
requirement to solicit at least three bids, providing us with
additional competitive options for selecting our janitorial
services provider. Tedene Enterprises (Clean-All Janitorial) has
been responsible for maintaining our facilities since 2018.

Below is a list of firms:

* Tedene Enterprises (Clean-All Janitorial)
* Gorge Office Detall

* Pure Gorge Cleaning Service

* Violet's Janitorial

Due to an error discovered in the bid documentation, Fox has
corrected the error and reopened the solicitation for informal
bids. To provide adequate time for companies to bid on the
project, Fox have set the due date as December 17 at 12pm.
Fox will bring the bids and janitorial contract to the library
board meeting for review and approval.

Fox has attached the bid request documents sent to each
company, which will allow you to review the document prior to
the meeting.
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X. |Announcements

i. Comments from board members

All

ii. Requests/Comments from Library Director

Rachael Fox

Xl. Agenda items for next meeting

* 2024 SDIS Property/Casualty Insurance Renewal
Audit report and presentation FY 2023-24

* Employee Handbook Policy review

* Board recruitment packet and discussion

Brian Hackett

XIl. Adjournment regular meeting

Brian Hackett

Other matters may be discussed as deemed appropriate by the Board. If necessary,
Executive Session may be held in accordance with the following. Bolded topics are scheduled

for the current meeting's executive session.
ORS 192.660 (1) (d) Labor Negotiations
ORS 192.660 (1) (e) Property
ORS 192.660 (1) (h) Legal Rights
ORS 192.660 (1) (i) Personnel

The Board of Directors meets on the 3rd Tuesday each month from 7:00pm to 9:00pm in the
Jeanne Marie Gaulke Memorial Meeting Room at 502 State Street, Hood River, Oregon. Sign
language interpretation for the hearing impaired is available if at least 48 hours notice is

given.
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Library Board of Directors

Regular Meeting Minutes
Tuesday, November 19, 2024, 7:00pm
Library Meeting Room and Zoom
502 State St, Hood River

Library Board:
Board President: Brian Hackett, Board Vice-President: Karen Bureker, Board members:
Megan Janik, Sara Marsden, and Jean Sheppard.

The Hood River County Library District will hold this meeting by offering a hybrid format.
Participants can attend in-person or on Zoom Conferencing. Please use the following phone
number or video link:

1-253-215-8782, https://usO02web.zoom.us/j/89745812618?
wd=NFBFTOxUVjFSNOdDVGNIiZTVsNDQ2dz09, Meeting ID: 897 4581 2618

Agenda Items

Action

Responsible

Call to Order
Board President Brian Hackett called the meeting to order at

7:02pm.

Brian Hackett

Roll call

Fox conducted a roll call. Brian Hackett, Karen Bureker, Sara
Marsden, and Jean Sheppard were present.

Rachael Fox

Approval of the agenda (additions/corrections/deletions)
A motion to approve the agenda was made by Sheppard and
seconded by Janik. The motion carried unanimously with
affirmative votes from Bureker, Hackett, Janik, Marsden and
Sheppard.

Motion

Brian Hackett

(\'A

Approval of the consent agenda
i. Minutes from the September 17, 2024 regular

board meeting
A motion was made by Marsden to approve the consent
agenda, which included the September 17, 2024 Library Board
meeting minutes. The motion was seconded by Janik. The
motion carried unanimously with affirmative votes from
Bureker, Hackett, Janik, Marsden and Sheppard.

Motion

Brian Hackett

Actual or potential conflicts of interest
None stated

Brian Hackett

VII

Citizen comment (3 minutes each)
None present

Brian Hackett

VIl.

Cascade Locks Library discussion

Cascade

IV.i. Minutes from the November 19, 2024 regular Library Board meeting
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City Administrator Jordan Bennett discussed incorporating the
library into a new city hall building. The city secured funding to
explore conceptual designs for a multi-jurisdictional facility that
would serve as a one-stop government center. Bennett
envisioned the building would house the food bank, post office,
Port of Cascade Locks, library, and City Hall.

Hackett asked about the timeline. Bennett explained it would
take at least five years and cost between $15-20 million,
depending on whether they would renovate the current building
or construct a new one. Sheppard inquired about the library's
tenant status. Bennett was uncertain about the exact cost but
indicated they would charge rent. He noted the library would be
a partner in designing the space.

Marsden inquired if the new facility would be located at the
current City Hall site. Bennett confirmed it would be in the
same location.

Fox specified the library would need 2,000 — 2,300 square feet
and suggested that being in a location with multiple entities
could increase foot traffic.

After further discussion, the board decided to express interest
in the project, contingent on two conditions: multiple entities
would be in the building, and the rent would not exceed their
current rate. Fox stated she would relay the information to
Bennett.

Locks City
Adminstrator
Jordan
Bennett

VIIL.

Reports

i. September and October 2024 Financial Statements
There was nothing to add to the written report.

Rachael Fox

ii. Friends update
There was nothing to add to the written report.

Rachael Fox

iii. Foundation update
There was nothing to add to the written report.

Rachael Fox

iv. Director’s report

Bureker expressed interest in attending the SDAO conference
in February. Three board positions are up for election on the
May 2025 ballot. Bureker, Janik, and Marsden planning to run
again. Fox reported that she selected a company for the
camera security system for the Hood River Library and it was
within the Library Director's spending authority. Fox also
stated, we would be installing panic buttons at all library
locations and service desks.

Rachael Fox

le

Old Business
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i. Best Practices Checklist Brian Hackett
The board review the checklist and the District received 10%
discount on insurance.

ii. Public Meeting Policy Motion |Brian Hackett
The Library Board reviewed the updates in the policy. Sheppard
made a motion to approve the new Public Meeting Policy. Bureker
seconded the motion. The motion carried unanimously with
affirmative votes from Bureker, Hackett, Janik, Marsden and
Sheppard.

X. |New Business

XI. |[Announcements

i. Comments from board members All
Sheppard noted that the date of the meeting minutes on the
supplement agenda was incorrect and the wrong minutes were
approved earlier in the meeting. The correct date was October
15, 2024. Marsden then made a motion to approve the October
15, 2024 Library Board meeting minutes. The motion carried
unanimously with affirmative votes from Bureker, Hackett,
Janik, Marsden and Sheppard.

ii. Requests/Comments from Library Director Rachael Fox
None stated
XIl. Agenda items for next meeting Brian Hackett

+ Employee Handbook Policy review
« Library Director job description review
» Janitorial bids

XIll.|/Adjournment regular meeting Brian Hackett
The meeting was adjourned at 7:51pm.

Other matters may be discussed as deemed appropriate by the Board. If necessary,
Executive Session may be held in accordance with the following. Bolded topics are scheduled
for the current meeting's executive session.

ORS 192.660 (1) (d) Labor Negotiations

ORS 192.660 (1) (e) Property

ORS 192.660 (1) (h) Legal Rights

ORS 192.660 (1) (i) Personnel

The Board of Directors meets on the 3rd Tuesday each month from 7:00pm to 9:00pm in the
Jeanne Marie Gaulke Memorial Meeting Room at 502 State Street, Hood River, Oregon. Sign

language interpretation for the hearing impaired is available if at least 48 hours notice is
given.
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Job Description
Library Director

Position Title: Library Director
TY LIBRARY DISTRICT

Classification: Library Director

Hours Per Week: Full time — 40 hours per week
FSLA Status: Exempt

Salary Range: $44.61 to $50.25

General statement of duties

The Library Director provides direct leadership in the planning, direction and oversight of
library services within the District. The Library Director champions the library's mission by
providing welcoming, inclusive services that support development, promote literacy and
learning, and foster a lifelong appreciation for libraries among patrons.

Supervision received

Works under the general supervision of the Board of Directors. Communicates regularly with
the Board President in carrying out Board directives. Performance evaluation governed by the
Library Director Evaluation Policy.

Supervision exercised
This position directly or indirectly supervises all other employees of the District.

Essential duties and responsibilities

* Provides leadership in developing District mission, vision, values, goals, and objectives
in conjunction with the Board of Directors. Establishes operational targets to achieve
goals and objectives.

* Plans and develops collections, programs, services, and activities based on analysis of
public interest and need, growth, use patterns, workload, staffing levels, patron
requests, and related legislative issues to provide appropriate library services to the
community.

« Administers Board policies, makes policy recommendations to the Board, and provides
executive support and information to the Board. Acts as Secretary of the Board of
Directors.

* Prepares the budget for Budget Committee and Board of Directors approval. Monitors
and approves expenditures in accordance with the budget. Oversees District finances
by establishing strong internal controls and a culture of efficient use of taxpayer
resources. Works with contractors on annual financial audits. Administers grants, gifts,
and state and federal money. Pursues supplemental funding through grants, donations,
endowments, and other income sources.

« Oversees general administrative operations of the District including human resources,
information technology, facility and equipment management, insurance, legal services,

2L State street

Hood River - OR 9703]
541 386 2535

ww, hoodriverlibrary. org
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Job description, Library Director, p.2

and other general governmental responsibilities.

Develops strong partnerships within the community and state. Advocates for the
District by representing it at public forums, being involved in community, professional,
and civic organizations, attending meetings to communicate District policies and
programs, and developing good will.

Champions community involvement. Oversees recruitment and support of a strong
base of volunteers. Works closely with the Friends of the Library and Library
Foundation to ensure robust local fundraising and volunteering.

Supervises personnel directly or through designees. Hires and trains or oversees hiring
and training of employees and volunteers. Assigns, supervises, and evaluates
employee work, including supervisory personnel. Hears grievances and administers
disciplinary action as needed.

Develops the collection of all types of materials including print, media, electronic
resources, and other items. Oversees classification and cataloging of materials,
provides reference services, and maintains the collection.

Provides for program and outreach services for a diverse population including but not
limited to children, teenagers, adults, Spanish speakers, seniors, and others.
Evaluates, develops, and implement goals, programs, policies, and procedures to
improve the effectiveness and efficiency of the District. Develops long-range plans for
library services to District residents.

Stays current with library and information services and technology, including the
integrated library system, electronic resources, and professional trends and standards.

Secondary duties

Assists in ancillary District duties as workload and staffing levels dictate.
Attends meetings and training seminars as required.
Performs other job-related duties as assigned by the Board of Directors.

Minimum qualifications

Master’s degree in library and information science from an American Library
Association-accredited institution.

Five years of public library experience, including three years in
administration/management.

Demonstrated leadership, supervisory experience, and strategic planning skills.
Substantial experience in public services.

Success with grants, bonds, community fundraising, and other public funding venues.
Excellent interpersonal, interviewing, counseling, and communications skills.
Demonstrated experience with varied budgeting processes.

Experience using technologies to provide and enhance library services.

Any equivalent combination of education, training, and experience satisfying the
above.

Desired education, experience and qualifications

Experience working with organizations serving underserved populations
Experience building community partnerships
Spanish language proficiency
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Job description, Library Director, p.3

Special requirements/licenses

Criminal background check required

Must have valid driver’s license and required mandatory insurance when operating
privately owned vehicle for business purposes

Valid driver’s license and the ability to meet the Library District’s driving standards;
willingness to drive a Mercedes Sprinter Van

Must be able to travel to other locations to perform work, and/or attend work-related
meetings

Knowledge, skills, and abilities

(]

Comprehensive understanding of library management and supervisory principles,
including human resources management

Thorough knowledge of modern library and public management principles and
practices

Demonstrates commitment to the Library Board through open, transparent, and
consistent communication

Demonstrates successful leadership, interpersonal, and supervisory skills working with
a diverse population

Familiarity with pertinent federal, state, and local policies, procedures, laws, and
regulations affecting libraries and special districts

Ensures all operational needs, issues, and situations are thoroughly reviewed and
addressed

Knowledge of collection development, acquisitions, cataloging, database management,
public and technical services, and reference

Understanding of intellectual freedom principles in public libraries

Strong public service orientation

Ability to motivate, direct, and supervise professional, paraprofessional, and clerical
library personnel to ensure full performance and high morale

Ability to work collaboratively in a team environment, maintaining positive relationships
with colleagues and community partners

Exceptional problem-solving, analytical, and organizational abilities

Excellent verbal and written communication skills in English, with the ability to
effectively engage diverse audiences. Spanish language proficiency preferred

Ability to manage multiple tasks in a rapidly changing environment

Skill in budget preparation and financial oversight

Working knowledge of public relations procedures

Ability to plan, organize, supervise, and evaluate diverse library activities

Ability to perform and prioritize tasks with limited supervision

Thorough knowledge of current trends and developments in public libraries

Capable of handling disruptive behavior calmly and effectively

Ability to respond and adapt quickly to diverse challenges and unpredictable situations
Comprehensive knowledge of children's, young adult, and adult literature

Close vision, distance vision, color vision, peripheral vision, depth perception, and
ability to adjust focus

Ability to read, write, and interpret routine documents

IX.i.a. Library Director job description [2024-12-17]
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Job description, Library Director, p.4

» Ability to perform essential job functions with or without accommodation

Essential physical abilities and working conditions

e The Librarian Director is a full-time, salaried position. Some weekend and evening
hours are required.

e Stands or walks 50% of the time, 75% of the time when assigned to the public service
desks and 90% of the time when delivering presentations or programming.

e Frequently required to walk, sit, talk, or hear. Occasionally required to climb, balance,
stoop, kneel, crouch, or crawl.

e Moves back and forth between all areas of the library.

¢ Retrieves and replaces library materials from 2 inches from the floor to 7 feet from the
floor.

e Regularly lifts and/or pushes or pulls up to 10 pounds, frequently lifts and/or pushes or
pulls up to 25 pounds, and occasionally lifts and/or pushes or pulls up to 50 pounds.

e May be asked to work at any library branch within the district.

e Works at computers screens and monitors regularly while carrying out essential job
functions.

¢ Normal office exposure to noise, stress, and disruptions.

Tools and equipment used

Computer, including the Internet, social media, general office applications, design software,
presentation applications, and integrated library system; LCD projectors; printers; scanners;
e-readers; media players; tablets; smart phones; book bins; book carts; copy machine;
telephone; book bins, general office tools; calculators; other tools and equipment necessary
to perform the essential and peripheral duties of the position.

Signatures

This document has been reviewed between the Supervisor and the Incumbent. | understand that this
document is intended to describe the most significant essential and auxiliary duties performed by the
job/position for illustration purposes, but does not include other occasional work, which may be similar,
related to, or a logical assignment for the position. This job/position description does NOT constitute an
employment agreement between the employer and employee and is subject to change by the employer
as the organizational needs and requirements of the job change.

Employee Name Signature Date

Supervisor Name Signature Date

IX.i.a. Library Director job description [2024-12-17]
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Effective Date, February 15, 2011

IX.i.a. Library Director job description [2024-12-17]
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Last revised, December 17, 2024
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Job Description
Library Director

Sy ot povides d e olamnine drect
The Library Director provides direct leadership in the planning, direction

and oversight of library services within the District.

Classification: Library Director. This position is exempt.

Essential duties and responsibilities

1.

Provides leadership in developing District mission,vision, values, goals, and objectives
in conjunction with the Board of Directors. Establishes operational targets to achieve
goals and objectives.

Plans and develops collections, programs, services, and activities based on analysis of
public interest and need, growth, use patterns, workload, staffing levels, patron
requests, and related legislative issues to provide appropriate library services to the
community.

Administers Board policies, makes policy recommendations to the Board, and provides
executive support and information to the Board. Acts as Secretary of the Board of
Directors.

Prepares the budget for Budget Committee and Board of Directors approval. Monitors
and approves expenditures in accordance with the budget. Oversees District finances
by establishing strong internal controls and a culture of efficient use of taxpayer
resources. Works with contractors on annual financial audits. Administers grants, gifts,
and state and federal money. Pursues supplemental funding through grants, donations,
endowments, and other income sources.

Oversees general administrative operations of the District including human resources,
information technology, facility and equipment management, insurance, legal services,
and other general governmental responsibilities.

Develops strong partnerships within the community and state. Advocates for the
District by representing it at public forums, being involved in community, professional,
and civic organizations, attending meetings to communicate District policies and
programs, and developing good will.

Champions community involvement. Oversees recruitment and support of a strong
base of volunteers. Works closely with the Friends of the Library and Library
Foundation to ensure robust local fundraising and volunteering.

Supervises personnel directly or through designees. Hires and trains or oversees hiring
and training of employees and volunteers. Assigns, supervises, and evaluates
employee work, including supervisory personnel. Hears grievances and administers
disciplinary action as needed.

Develops the collection of all types of materials including print, media, electronic
resources, and other items. Oversees classification and cataloging of materials,
provides reference services, and maintains the collection.

10. Provides for program and outreach services for a diverse population including but not

2L State street

Hood River - OR 9703]
541 386 2535

ww, hoodriverlibrary. org
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Job description, Library Director, p.2

limited to children, teenagers, adults, Latinx, seniors, and others.

11. Evaluates, develops, and implement goals, programs, policies, and procedures to
improve the effectiveness and efficiency of the District. Develops long-range plans for
library services to District residents.

12. Stays current with library and information services and technology, including the
integrated library system, electronic resources, and professional trends and standards.

Peripheral duties
1. Assists in ancillary District duties as workload and staffing levels dictate.
2. Attends meetings and training seminars as required.
3. Performs other job-related duties as assigned by the Board of Directors.

Supervision received

Works under the general supervision of the Board of Directors. Communicates regularly with
the Board President in carrying out Board directives. Performance evaluation governed by the
Library Director Evaluation Policy.

Supervision exercised
This position directly or indirectly supervises all other employees of the District.

Desired minimum qualifications
Education and experience:

1. Master’s degree in library and information science from an American Library

Association-accredited institution.

2. Five years of public library experience, including three years in
administration/management.
Demonstrated leadership, supervisory experience, and strategic planning skills.
Substantial experience in public services.
Success with grants, bonds, community fundraising, and other public funding venues.
Excellent interpersonal, interviewing, counseling, and communications skills.
Demonstrated experience with varied budgeting processes.
Experience using technologies to provide and enhance library services.
Any equivalent combination of education, training, and experience satisfying the
above.

©COoNOO AW

Necessary knowledge, skills, and abilities:
1. Demonstrated successful leadership, interpersonal, and supervisory skills working with
a diverse population.
Strong public service orientation.
Ability to work effectively in a team environment.
Effective problem solving, analytical, and organizational skills.
Effective written and verbal communication.
Ability to manage multiple tasks in a rapidly changing environment.
Ability to prepare and manage a budget and oversee finances.
Knowledge of collection development, acquisitions, cataloging, database management,
public and technical services, and reference.

N OTEWN
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9. Ability to perform and prioritize tasks with limited supervision.

10. Thorough knowledge of current trends and developments in public libraries.

11. Knowledge of pertinent federal, state, and local policies, procedures, laws, and
regulations affecting libraries and special districts.

12.Working knowledge of public relations procedures.

13.Thorough knowledge of modern library and public management principles and
practices.

14. Ability to motivate, direct, and supervise professional, paraprofessional, and clerical
library personnel in a manner conducive to full performance and high morale.

15.Knowledge of children’s, young adult, and adult literature.

16. Ability to plan, organize, supervise, and evaluate the work of employees in diversified
library activities.

Tools and equipment used

Computers, including the Internet, general office applications, design software, presentation
applications, and integrated library system; mobile electronic devices; LCD projectors; book
carts; book bins, magazine storage racks and boxes; copy machines; telephones; general
office tools; calculators; media players; e-readers; tablets; smart phones; televisions; other
tools and equipment necessary to perform essential and peripheral duties.

Working conditions

1. Stands or walks 50% of the time, 75% of the time when working on public service
desks, and 90% of the time when delivering presentations or programming.

2. Frequently required to walk, sit, talk, or hear. Occasionally required to climb, balance,
stoop, kneel, crouch, or crawl.

3. Moves back and forth between all areas of the library.

4. Retrieves and replaces library materials from 2 inches to 7 feet from the floor.

5. Regularly lifts and/or moves up to 10 pounds, frequently lifts and/or moves up to 25
pounds, and occasionally lifts and/or moves up to 50 pounds.

6. Travels to and works regularly at all library branches within the district.

7. Stares at computers screens and monitors regularly while carrying out essential job
functions.

8. Normal office exposure to noise, stress, and disruptions.

9. Full-time, salaried position. Some weekend and evening hours are required.

Selection guidelines
Formal application, rating of education and experience, oral interview, reference check, job-
related tests, and criminal background check may be required.

The duties listed above are intended only as illustrations of the various types of work that may
be performed. Omission of specific duties does not exclude them from the position if the work
is similar, related, or a logical assignment to the position.

This job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and
requirements of the job change. Further provisions regarding the Library Director position are
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Effective Date: February 15, 2011
Last revised: November 26, 2019

Last reviewed: November 26, 2019
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Informal Bid HOOD

Janitorial Services RI -

COUNTY LIBRARY DISTRICT

Hood River County Library District seeks informal bids from a qualified cleaning firm to
perform regular janitorial services at the Hood River Library at 502 State Street in Hood River
(12 months year) and the Parkdale Library at 7300 Clear Creek in Parkdale (9 months year).

The Hood River Library at 502 State Street in Hood River is an approximately 17,500 square
foot facility on two levels, with stairwells, offices, reception areas, three restrooms, and
multiple reading, research, and lounge areas. The facility is open five days per week, Tuesday
through Saturday. The Parkdale Library is located within the Parkdale Community Center at
7300 Clear Creek Road in Parkdale is approximately 750 square feet and has two single
room restrooms directly outside the library.

The contractor will be responsible for cleaning all areas of the building, as well as shutting off
all designated lights and ensuring all doors and exits are locked before the end of the shift.
Detailed cleaning expectations are as follows:

5 days per week:

« Sanitize and wipe down all public and staff area counters, door handles (inside and
outside building), tables, computer desks, computer keyboards and mice, end tables,
and meeting room tables and meeting room sink.

* Clean and sanitize all bathroom floors, counters, bathroom stall doors and handles
(inside and out), sinks, toilets and changing tables.

« Clean and sanitize staff kitchen counters, sink, floor and tables.

* Clean and sanitize all drinking fountains.

* Fill all soap and paper dispensers.

* Empty all wastebaskets and remove trash from building.

* Clean glass doors.

» Clean elevator floor, walls, and buttons outside the elevator.

* Clean ADA buttons (Four total located inside/outside long hallway on lower level and
two total located inside/outside front door of building).

* Wet mop or scrub all non-carpet areas in public area (October-April)

* Ensure all entrances and marked doors are locked and that non-emergency lights are
off.

3 days per week:
« Vacuum or sweep high traffic areas carpet and non-carpet (defined as stairs, entry
areas, and hallways).

2 days per week full building cleaning:
« Sweep or vacuum all non-carpet areas. 502 State Street
* Vacuum all carpet areas. Hood River - OR 9703

541 386 2535

ww hoodriverlibrary org
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Wet mop or scrub all non-carpet areas (Public area: May-September, Staff area: year
round)

Weekly duties:

Remove spider webs up to 10'.

Empty blue recycle bins into large blue bin in staff area.

Empty garbage cans in the Georgiana Smith Memorial Gardens (May-September).
Take all recycling bags/containers from designated stations to the centrally-located
pickup point and replace each station with empty bags/containers.

Twice monthly duties:

Empty garbage cans in the Georgiana Smith Memorial Gardens (October-April)

Monthly duties:

Dust all library shelving (including top of the short, free standing shelving units)
Sweep and mop staff stairwell

As-needed duties (to be performed during regularly-scheduled cleanings):

Remove broken glass or sharp material from all surfaces.

Clean and restore work environments after contractors, maintenance workers, or utility
workers complete projects and remodeling.

Remove excess water from floors during inclement weather.

Emptying garbage cans in the Gardens before and after large downtown events
including but not limited to Blossom Time (spring), First Friday (May-October),
Independence Day (July 4), Library end of Summer Reading party (end of summer),
Hops Fest (September), Harvest Fest (October), and Hood River Holidays
(December).

Annual duties:

Extract all carpets (September).

Deep scrub and recoat vinyl floors in staff area. (July)

Clean all windows inside and out, excluding the tall north windows in the atrium area
(May).

Aside from the annual duties, the requirements stated above are to serve as
guidelines. The actual requirements shall be performed as frequently as necessary to
maintain the building in a clean and sanitary condition.

Statement of Work - Parkdale Library (October 15-July 15)

Weekly duties:

Sanitize and wipe down all public and staff area counters, door handles (inside and
outside library), tables, computer desks, computer keyboards and mice, and end
tables.

Clean and sanitize two bathrooms outside the library: counters, and handles (inside
and out), sinks, toilets and changing tables. Wet mop the bathrooms.

Empty all wastebaskets and remove trash from building.
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* Vacuum carpet in the library

The contractor must provide all essential cleaning products and equipment. The contractor
must also have in place an OSHA-compliant SDS program and provide the District with a
copy to be made available on-site. The contractor must keep the program and the District
updated if there are changes. Notification of changes must be made immediately.

The contractor is prohibited from sharing keys to the building with assistants or anyone else
without approval from the Library Director.

The District will provide trash bags, toilet paper, soap, papers towels, toilet bowl blocks,
feminine products, changing table covers and toilet seat covers.

Bidders need to provide proof of liability insurance. The bidder will need to sign a contract
with renewal clause options.

Bids are due by Tuesday, December 17 by 12:00pm. Please email bids to
rachael@hoodriverlibrary.org mail or deliver to the Hood River County Library District, 502
State St, Hood River, OR 97031.

TOTAL BID PRICE: $

Bidder Name:

Bidder Signature:

Company Name:

Date:

Questions? Call or email Library Director Rachael Fox at 541-387-7062 or
rachael@hoodriverlibrary.org
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