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Duke univerSity
Director of Scholarly Communications

Director of Scholarly Communications 
 
Job Code/Title: 1362/Prof Library Staff 
Department:  Scholarly Communications Job Level:  0 
Supervisor:  University Librarian Job Family: 29 
FTE:  1.0 FLSA Status:  Exempt 
Ranked:  No Term:  N/A 
Date Created/ Reviewed: November  2011  

Position Summary 
The Scholarly Communication Officer will coordinate scholarly communication activities 
for Duke University by providing leadership and educating the university community 
about intellectual property issues and their impact on the nature and conduct of scholarly 
inquiry and instruction.  This position reports to the Director of Academic Technology 
and Instructional Services. It is a three-year term appointment with the possibility of 
renewal. 

Responsibilities 
• Directs copyright activities for the university’s libraries and serves as copyright 

advisor to the university community; serves as the libraries’ primary resource on 
fair use and other copyright issues; assists with obtaining copyright permissions.  

• Sustains development of the Libraries’ scholarly communication Web site; 
organizes educational forums on scholarly communication topics as they relate to 
academia and to research libraries.  

• Represents the interests of Duke University Libraries and the university 
community in the development of university policy on copyright, the public 
domain, user privacy, and other scholarly communication issues.  

• Monitors national scholarly communication policy issues, informs and educates 
the Duke community of their significance and participates in campus efforts to 
ensure that scholars, students and libraries in the digital environment retain the 
full benefits of the current and evolving intellectual property regime.  

• Works in close consultation and cooperation with university’s Office of General 
Counsel, the Office of Information Technology, academic departments, and senior 
university administrators on issues and programs related to scholarly 
communication.  

• As appropriate, coordinates work with the Triangle Research Libraries Network 
on issues and programs related to scholarly communications.  

• Performs other related duties incidental to the work described herein. 

Supervisory Responsibilities 
• Supervise a Scholarly Communications Intern  

Qualifications 
It is the expectation that all Duke University Libraries staff members will demonstrate 
exceptional workplace behaviors in the execution of their specific position 



SPEC Kit 331: Changing Role of Senior Administrators ·  133

Duke univerSity
Director of Scholarly Communications

responsibilities. These behaviors are customer focus, collaboration, creative problem 
solving, continuous learning and a commitment to diversity.   
  
Education: 
Required: ALA-accredited MLS or J.D or equivalent combination of relevant academic 
preparation and experience. 
 
Preferred: ALA-accredited MLS and J.D. 
 
Experience:  
Required: Five years of relevant experience with emphasis on scholarly communication 
matters in libraries, academia, scientific or scholarly publishing, or other settings; recent 
demonstrated experience in one or more of the following areas: academic or research 
library collections, services, and systems, academic information technology, or scientific 
or scholarly publishing; demonstrated expertise in legal and regulatory issues associated 
with intellectual property and copyright, particularly as they involve the creation, 
dissemination, and use of digital information resources; demonstrated ability to represent 
the interests of a university, based on a demonstrated understanding of the technical, 
legal, and information policy issues of scholarly communication; excellent oral and 
written communication skills; excellent interpersonal skills and ability to work well with 
and to lead faculty, students, and academic administrators; ability to think creatively in 
developing products and services, such as publications, workshops, conferences, and 
tools that meet members' needs. 
 
Preferred: At least five years of increasingly responsible administrative experience in 
collection management and/or technical services or other relevant area in a research 
library environment; ability to communicate a strong vision of how discipline-based 
scholarship is changing in response to new technologies and what role libraries can play 
in meeting the evolving needs of scholars. 
 
Working Conditions 
 

• Must be able to lift 30 pounds and unpack, shelve and shift large quantities of 
library materials 

• Must be able to work in an environment in which exposure to materials 
containing dust and mold is possible  

• Frequent bending, crouching, stooping 
• Normal office environment 
• Occasional weekend shifts required 
• Occasional travel required  

These statements are intended to describe the general nature and level of work being 
performed by the employee in this position. They are not intended to be construed as an 
exhaustive list of all responsibilities, duties, and skills required of a person in this 
position. 
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Duke univerSity
Associate University Librarian for Collections and User Services

Associate University Librarian for Collections and User Services 
 
Job Code/Title:  2133 /Librarian 
Department:  Administration Job Level:  0 
Supervisor:  University Librarian/Vice Provost for   Job Family:  29 
Library Affairs 
FTE:  1.0 FLSA Status: Exempt 
Ranked:  Yes Term:  N/A 
Date Created/ Reviewed:  November 2011  

 

Position Summary 

The Associate University Librarian for Collections and User Services leads, administers, 
and coordinates collection development and public services for the Duke University 
Libraries.  She/he oversees the allocation and use of the appropriated materials budget, as 
well as restricted and endowed funds, and the provision of effective services to meet user 
needs and expectations.  In close consultation with faculty and with the libraries' 
department heads and subject librarians, she/he guides the transition to integrated and 
complementary print and digital collections and develops innovative approaches to 
providing library services in support of teaching, learning, and research.  As a member of 
the Libraries’ Executive Group, she/he participates in general administrative decision -
making, library management, and priority setting. This position reports to the University 
Librarian and Vice Provost for Library Affairs. 

Responsibilities 

• Leads and oversees collection development and user services activities performed by 
subject librarians and other library staff. 

• Serves as the library's primary spokesperson regarding collections and services to 
faculty, students, and administrators and forges collaborations with academic 
departments and programs. 

• Provides direct supervision of the heads or directors of the following departments and 
branch libraries:  Access and Delivery Services; Collection Development; Data and 
GIS Services; Digital Scholarship and Production Services; East Campus Libraries; 
International and Area Studies; Preservation; Research Services; and the Special 
Collections Library. 

• Oversees and promotes the development of digital collection-building initiatives and 
the provision of resources and services to advance digital scholarship. 

• Chairs the Collections and User Services Council, which develops and approves 
policies regarding collections and services. 
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• Participates in recruiting, hiring, and evaluating library staff with collection 
development and user services responsibilities. 

• Oversees allocation and use of the materials budget and additional endowments and 
restricted funds. 

• Prepares reports for the university administration for a variety of purposes, including 
annual collections budget requests, external reviews of academic departments and 
programs, and library impact statements concerning new degrees and majors. 

• Participates in library fund raising and stewardship. 

• Participates in collection development activities, working with curators and subject 
librarians to identify potential donors of collections and to solicit and acquire 
collections. 

• Encourages attention to scholarly communication issues within the library and on 
campus, working closely with the Scholarly Communication Officer. 

• Promotes cooperative collection development and collaboration regarding 
services and planning with the libraries of Duke's professional schools 
(Business, Divinity, Law, and Medical Center). 

• Participates in overall system-wide planning, policy development, resource 
allocation, and personnel management as a member of the library's Executive Group. 

• Fosters professional development of librarians and staff to meet the challenges of a 
rapidly changing environment. 

• Represents the collections and user services interests of the Duke University 
Libraries in regional consortia (especially the Triangle Research Libraries Network), 
national forums, and international initiatives. 

• Contributes to and is active in state, regional, and national meetings, 
conferences, and workshops, reviews professional literature, and networks with 
professional colleagues outside the University to stay informed about 
developments and trends in collections services, technical services, and special 
collections. 

• Performs other duties and undertakes special projects as needed and assigned 
 

Supervisory Responsibilities 

• Supervises heads of departments and branch libraries as indicated above. 

Qualifications 
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It is the expectation that all Duke University Libraries staff members will demonstrate 
exceptional workplace behaviors in the execution of their specific position 
responsibilities. These behaviors are customer focus, collaboration, creative problem 
solving, continuous learning and a commitment to diversity. In addition, managers and 
supervisors are expected to help develop a common vision by providing clear direction 
and priorities, clarifying roles and responsibilities, and promoting mutual understanding 
through effective communication. They are also expected to take the time to effectively 
plan and evaluate performance, provide feedback, recognition and coaching, and develop 
employees to achieve their personal and organizational goals. 

 

Education: 
Required: Master's degree from an ALA-accredited program or an equivalent 
combination of relevant education, experience, and training. 
 
Preferred: Advanced degree in an academic discipline. 

Experience: 
Required: At least ten years of progressively responsible experience related to 
collections and user services in an academic research environment and a minimum of 
five years of successful management and supervisory experience; demonstrated 
management and supervisory skills; broad knowledge of the library's role in instruction 
and research; strong leadership, interpersonal and oral and written communication skills; 
demonstrated ability to analyze work processes and introduce appropriate technological 
solutions for greater efficiency of operations; ability to establish effective working 
relationships campus-wide in a collaborative and entrepreneurial environment; proven 
experience working closely and frequently with faculty; a record of significant 
professional activity; awareness of national and international issues and trends in 
collection development, public services, special collections, and preservation; and ability 
to work independently and collaboratively in a rapidly changing environment. 

Preferred:  Prior experience working in an academic research library.  Reading 
knowledge of one or more languages beyond English; knowledge of current uses of 
technology in library operations; successful record with fundraising efforts; significant 
participation in professional associations and/or relevant publications demonstrating 
leadership in library, university, national and international programs and initiatives; 
experience working in a consortial environment; successful record of developing and 
initiating new programs. 

 

Working Conditions 

 
• Must be able to work in an environment in which exposure to materials 

containing dust and mold is possible 
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• Normal office environment 
• Occasional travel required 

These statements are intended to describe the general nature and level of work being 
performed by the employee in this position. They are not intended to be construed as 
an exhaustive list of all responsibilities, duties, and skills required of a person in this 
position. 

 

 

Signatures 

Employee                                                         Supervisor 

________________________________           __________________________________ 
Name/Date                                                         Name/Date        
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univerSity of floriDa
Associate Dean for Scholarly Resources and Research Services

 
 

The Foundation for The Gator Nation 
An Equal Opportunity Institution 

 

George A. Smathers Libraries 422 Library West 
Library Financial and Human Resources PO Box 117024 
Human Resources Gainesville, FL 32611-7024 
 352-273-2595 
 352-392-4538 Fax 
 www.uflib.ufl.edu/pers/ 

 
POSITION VACANCY ANNOUNCEMENT 

 
 POSITION:  Associate Dean for Scholarly Resources and Research Services 
 

 RANK:  Associate Dean and Associate University Librarian  
or Associate Dean and University Librarian 

 
 REPORTS TO: Dean of University Libraries 
 

JOB SUMMARY: 
The Associate Dean for Scholarly Resources and Research Services is responsible for the 
administration of the scholarly resources and research services of the Smathers Libraries, 
exclusive of the Health Science Center Libraries which reports directly to the Dean of University 
Libraries.  The five branch library Chairs report directly to this position. In all, the Associate 
Dean for Scholarly Resources and Research Services coordinates the efforts of 116 staff and 
faculty with responsibilities for approximately $7,800,000 in appropriated funds for library 
materials.   For descriptions of the units and organizational structure of the Smathers Libraries, 
please refer to the Libraries’ organizational chart at http://www.uflib.ufl.edu/backpage.html.  An 
organizational chart reflecting the Associate Dean for Scholarly Resources and Research 
Services’ responsibilities can be found at: 
 http://www.uflib.ufl.edu/admin/Smathers_Libraries_draft_org_chart.pdf. 
 
RESPONSIBILITIES: 

• Exercises direct administrative leadership for Smathers Libraries in the Humanities and 
Social Sciences, Sciences, Special and Area Studies, Government Documents, and 
departmental libraries for Architecture and Fine Arts, Education, Journalism, and Music, 
including all of their public service and collections responsibilities.  

• Coordinates for the above units, inclusive of materials, human resources and operations, a 
total appropriated budget of just over $13,900,000.  

• Provides leadership in strategic planning, administration and resource allocation. 
• Maintains ongoing engagement with faculty and staff to define needs, set priorities, and 

develop policies and establish goals, objectives and budgets. 
• Keeps abreast of developments in the administration of academic research collections. 
• Ensures effective and responsive collections in support of the University’s teaching and 

research programs. 
• Organizes and maintains a program of regular contact with appropriate academic faculty, 

staff and benefactors. 
• Chairs the Smathers Libraries Advisory Group for Research Services and Scholarly 

Resources (see http://www.uflib.ufl.edu/committees/agrssr/). 
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The Foundation for The Gator Nation 
An Equal Opportunity Institution 

 

• Works with faculty and staff to identify and prioritize areas for which external support is 
needed. 

• Fosters grant initiatives. 
• Manages public services that support the university’s curriculum and research needs. 
• Serves as the Smathers Libraries liaison to the Florida Council of State University 

Libraries Collections Planning Committee. 
• Fosters an atmosphere of collegiality and innovation. 
• Builds upon the Libraries’ leadership role within the campus community. 
• Represents the Libraries in appropriate local, state, regional and national organizations. 

 
QUALIFICATIONS: 
Required: 

• Masters degree in relevant field. 
• Minimum of ten (10) years of relevant managerial experience. 
• Experience in building and developing research collections, resource allocation and 

budget preparation. Experience managing a materials budget of at least $5,000,000 and 
an overall operating budget of at least $10,000,000. 

• Experience in developing and evaluating academic library services. 
• Demonstrated success in human resource management, including the ability to lead and 

engage staff through the process of organizational improvement and change. 
• Knowledge of current trends in academic and scholarly resource management. 
• Broad understanding of current and emerging information technologies and patron 

services in academic libraries. 
• Experience in team-oriented project management. 
• Excellent analytical, planning, interpersonal and communication skills. 
• Commitment to staff development and cross department collaboration and 

communication. 
• Knowledge of digitization practices and technology applications. 

 
Preferred: 
• Master’s degree from an ALA-accredited program or international equivalent. 
• Ph.D. or additional subject master’s degree is highly preferred. 
• Proven success with fundraising and grants development and management. 
• Demonstrated record of leadership and achievement in librarianship, including 

mentoring, scholarly work, and professional/institutional service. 
• Qualifications sufficient to be considered for tenure upon appointment.  (For a 

description of tenure for library faculty please see the Smathers Libraries Career 
Development Handbook.) 
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 1 

Position Description 
University Library 

 
Title:   Director, Financial and Physical Resources 
 
Classification: Exempt; Leadership Phase 2 
 
Incumbent:  Vacant 
 
Reports to:  Dean, University Library 
 
Revision Date: March 2011 
 
The University Library is comprised of seven physical locations situated around the 
University campus, and employs approximately 150 FTE faculty and staff. The work of 
the Dean’s Office supports the library system. The University Library Strategic Plan sets 
an ambitious program for the transformation of library collections, facilities, services, 
and its organizational culture, designed to ensure the library’s continued growth and 
development over the course of the University’s second century of development. 
 
Primary Purpose of the Position: 
This leadership position within the University Library works closely with University 
Library senior leadership including the Dean, Associate and Assistant Deans, Head of 
Library Systems & IT, and the Human Resources Manager. The Director, Financial and 
Physical Resources provides leadership, direction and expertise to promote and 
enhance fiscal leadership through long-term financial strategy and planning, monitoring, 
management and reporting, including the management of policies, systems and 
processes. The Director provides expertise to the library’s senior leadership about 
space design and allocation including major capital projects, building maintenance 
matters, refurbishment plans, and furnishings. The Director is responsible for ensuring 
processes and procedures are in place and risks are mitigated to ensure the safety and 
security of employees, visitors, collections, and facilities for all library locations, working 
collaboratively with the Facilities Management Division, Workplace Safety and 
Environmental Protection, and Campus Safety. The Director holds overall accountability 
for the administrative service operations of the Dean’s Office. 
 
Nature of the Work: 
This position reports directly to the Dean of the University Library, and works closely 
with the Associate and Assistant Deans, Head of Library Systems & IT, Human 
Resources Manager, and Library Branch/Unit Heads. The Director is the primary 
contact with the Financial Services Division for financial resource management, and 
with the Facilities Management Division for space and infrastructure issues. The work is 
unstructured and frequently time critical; of high volume of work requiring complex 
problem solving, with the need for accuracy and frequently confidentiality. This position 
requires discretion, a high level of integrity and independent judgment. The position 
must deal with emerging and unpredictable events in a sensitive and timely manner, 
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and therefore evening and weekend work may be necessary to resolve issues. This 
position is required to work in an environment where it is critical to balance the needs of 
multiple stakeholders, both internal and external, towards positive outcomes within 
resource constraints. A high level of concentration is required for continuous planning 
and for dealing with multiple projects with competing priorities. The position requires a 
commitment to accountability, transparency, governance and continuous improvement. 
The Director is responsible for the success of one direct report and four indirect reports, 
and will supervise temporary project-related employees from time to time. 
 
Accountabilities: 
 
Financial Resources 

• Works collaboratively with the Dean to allocate funds appropriately to ensure that 
the Library’s strategic priorities are developed and executed 

• Is the expert advisor to the Dean in relation to the development of financial 
strategies and planning for the library 

• Ensures that comprehensive and sustainable annual and long-term multi-year 
resource plans for the Library are developed and implemented, in alignment with 
the Library strategic plan 

• Understands the University’s resource allocation mechanisms and projects the 
impact of changes in parameters on revenue and expense allocation, and 
identifies strategies to affect outcomes 

• Oversees all financial management activities for the Library, including oversight 
of the library’s operating budget, capital funding, IT allocation, special funds, 
targeted funds, and trust and endowment funds. 

o Works collaboratively with the Human Resources Manager who oversees 
the library’s salary budget 

o Works collaboratively with the Head, Library Systems & IT to identify 
emerging IT funding needs, managing within existing resources and 
identifying supplemental funding sources 

o Works collaboratively with the Library’s Development Officer to remain 
abreast of current Library advancement initiatives, and to understand 
University advancement processes 

• Oversees the budget process, information technology funding agreements, 
financial risks are effectively managed, coordinated and overseen to ensure 
resources are used effectively, efficiencies are achieved, duplication is reduced, 
plans and budgets are sustained, and that opportunities for new resources are 
successfully pursued 

o Sets achievable revenue targets, based on analysis of past history and 
emerging trends 

• Works closely with the Assistant Dean (Services to Libraries) to monitor 
expenditures and external factors impacting on the Acquisitions Budget (e.g. 
currency fluctuations). 

• Works with designated senior leaders responsible for the targeted funding 
allocated to SHIRP and AHSL 
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• Ensures timely and accurate financial reconciliation of accounts, reporting and 
analysis that supports informed strategic and operational decisions 

• Ensures timely processing of payments and invoices and depositing of revenues 
• Maintains the integrity of financial information by ensuring that financial data is 

complete and accurate and complies with legislation, general accounting 
principles, best practices, agreements with external parties, and U of S policies 
and procedures 

o Works closely with Purchasing Services to develop RFPs and RFQs, and 
to develop service contracts with vendors in a timely manner and in 
compliance with legislation and university policies 

• Leads special financial projects that are complex and require a high degree of 
analysis and recommendation of proactive management solutions 

• Ensures opportunities to gain additional funding, joint initiatives/partnerships, or 
alternate use of existing budgetary resources are identified and investigated 

• Develops and implements policies and procedures to ensure the Library has 
robust internal financial controls in place. 

• Acts as the primary point of contact with the Financial Services Division and 
Audit Services 
 

People Resources 
• Supports the success of direct and indirect reports by mentoring, coaching, and 

managing performance 
o Direct reports: Library Support Services Manager 
o Indirect reports: 3 clerical assistants, 1 truck driver 

• Ensures that direct and indirect reports are held accountable for high standards 
of performance and outcomes that are aligned with the vision and direction of the 
college and university 

• Model a high standard of performance and outcomes, ensure positive, diverse 
and inclusive work environments 

• Works closely with the Human Resources Manager as required to fulfill these 
accountabilities 

 
Physical Resources 

• As the primary contact with FMD for all Library facilities, projects or maintenance 
issues, ensures the accurate exchange of technical and factual information and 
the timely addressing of issues 

• Ensures that space/facilities planning, renovation and refurbishment projects 
deliver the required functionality and quality expected by stakeholders (students, 
faculty and staff), while ensuring the work is completed on time and in a cost-
efficient manner 

• Plays a significant role in the planning and execution of capital projects (e.g. the 
move to the new health sciences library) 

• Leads project teams as required to achieve desired outcomes, utilizing project 
management methodology 

• Works with the Dean to develop long-term space/facility plans, including long-
term planning for growth and the refreshing of capital equipment   
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• Coordinates the logistics for the restoration of water-damaged books, works with 
staff in the affected areas in managing the removal and restoration/replacement 
of the items, and liaises with the Facilities Management Division regarding 
building repairs 

o Ensures communication with stakeholders occurs through liaison with the 
Assistant Deans 

• Involved with the coordination of the safe study service operating out of the 
Murray Library, from the perspective of the safety and security of the physical 
space 

• Develops effective, collaborative professional working relationships and 
partnerships both internal and external to the Library 

o Key campus relationships include Financial Services Division, Facilities 
Management Division, Audit Services, Campus Safety, Workplace Health 
Safety & Environment, University Learning Centre, Risk Management 

 
Risk Management 

• Fosters and promotes a culture of responsible risk taking 
• Ensures the Library’s exposure to risk/liability is mitigated, by identifying and 

coordinating activities 
• Develops appropriate policies, procedures and processes to ensure: 

o a safe working environment for employees and visitors 
 in collaboration with the Human Resources Manager, WSEP and 

the Health & Wellness Resource Centre, resolves specific 
ergonomic needs and identifies funding to address the deficiencies 

o that risks to collections and facilities are identified and mitigated 
o that federal and provincial laws and regulations are complied with 
o that university policies, procedures and regulations are effectively 

implemented, interpreted and communicated 
 that the Library complies with the University signing authority policy, 

including ensuring due diligence 
o that internal controls are in place, and deficiencies and weaknesses are 

identified and rectified 
• Oversight of the fire evacuation drills for the Murray Building (including the 

Library, the Gwenna Moss Center for Teaching Effectiveness, Starbucks Café, 
University Learning Centre, and University Archives) 

• Chairs the Local Safety Committee 
• May serve on the University’s Ergonomic Committee 

 
Administration 

• Oversight of the functioning of the administrative service operations of the Dean’s 
Office 

o Administrative service operations includes: 
 provision of clerical support within the Dean’s Office 
 library and office supplies for the Library 
 telephones, postage, printing 
 computer lab and room bookings 
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 coordinating library hours 
 key control 
 cash deposits from library fines, etc. 
 minor work requests and repairs, including elevators 
 office equipment (i.e. faxes, printers, photocopiers) 
 sorting and delivery of mail and library materials for the Library 
 management of the library’s intranet and email distribution lists 
 assignment of study carrels and lockers 

• Maintains the Library’s restoration plan for water-damaged items 
• Positively influences the direction of the Library through active participation, as 

required, with the Library senior leadership 
• Contributes to the direction of the University through membership on University 

committees as appropriate 
• Seeks opportunities to collaborate and share information with others on campus 

with similar areas of responsibility 
• Ensures success of projects through the provision of effective project 

management, coordination or facilitation for a variety of project types – 
renovations, events, disasters, etc. 
 

Qualifications: 
Education: A bachelors degree in commerce, specializing in finance or accounting, plus 
a professional accounting designation. 
 
Experience: A minimum of 5 years of progressively responsible experience in a financial 
leadership role; significant experience with managing multiple projects with changing 
and conflicting priorities is essential for this position. Experience with strategic planning, 
financial analysis and financial reporting is also required. Experience with UniFi would 
be a definite asset. 
 
Skills:  Demonstrated ability to lead and motivate others; ability to develop strong 
professional relationships; solutions oriented with the ability to provide innovation to 
problem solving; ability to maintain confidentiality and handle sensitive matters 
diplomatically and discreetly; ability to think creatively and strategically; the ability to 
interpret and communicate financial information and systems to a non-financial 
audience; attention to detail and a high level of accuracy; effective organizational, time 
and stress management skills; demonstrated effective interpersonal skills; ability to 
demonstrate tact, diplomacy, and discretion; demonstrated ability to collaborate with a 
wide range of people; effective research, analysis and writing skills; proficiency in the 
use of advanced spreadsheet applications/functions and database applications.   
 
Performance competencies: The incumbent will be responsible for meeting the 
performance competencies for the position in the areas of leadership/vision, support for 
progress, results orientation, personal effectiveness, communication, and relationship 
building. 
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POSITION DESCRIPTION 
Associate Director, Digital Services Division 

        Senior Level Service 
 

Introduction 
 
The Associate Director, Digital Services Division, serves as one of the senior executives 
reporting to the Director of the Smithsonian Institution Libraries (SIL) and is responsible for 
planning, organizing, administering, developing, implementing, and coordinating all activities 
for the SIL web presence, digitization of SIL content, coordination of web 2.0 activities, product 
development and licensing, and associated e-commerce activities. The Smithsonian Institution 
Libraries is a complex library system consisting of 20 branches located in Smithsonian museums, 
research institutes and other offices in New York City, the Republic of Panama, and the 
Washington, D.C. area.  The incumbent administers the program and staff of the Digital Services 
Division, on which each of the Libraries’ 20 branches depend  to provide essential services:  
web-content management, digitization, electronic publication, computer support and instruction, 
and digital image processing. In total, the departments that make up this division serve 
Smithsonian researchers through a variety of web-based services and a world-wide audience of 
over four million unique yearly visitors. The Associate Director is responsible for identification 
and implementation of appropriate technologies to meet the diverse needs of Smithsonian 
researchers and visitors.  
 
The Associate Director  is a member of SIL’s executive management team and participates in 
administration of all matters affecting the Libraries, including policy development and 
implementation, budget oversight, and personnel.  The incumbent represents the Libraries’ on 
SI-wide committees and working groups,  such as the Digitization Planning Committee, 
Webmasters Group, the Web Strategy Team, Smithsonian 2.0, and others that formulate SI-wide 
policies and procedures concerning web strategies and digitization. The incumbent develops 
collaborative projects with museum and research staff and articulates funding proposals to 
internal as well as external sources. The incumbent serves as the main point of contact for all 
contracts relating to digital services. The incumbent serves on national and international 
committees and makes presentations to national and international groups on all areas that affect 
Smithsonian Libraries.  
 
The Associate Director provides the leadership to direct the division in performing outstanding 
library digital services and the vision to seek new, innovative policies, programs and practices 
that continue to provide exceptional library services to the Smithsonian community.   
 

Major Duties 
 
Oversees management of personnel located in the Web Services Department, Information 
Services Department, SIL Imaging Center, and Digital Images Coordinator. Working as a team, 
the Division’s staff design, create, maintain, and promote a variety of web and other digital 
services for the SIL and SI communities,  as well as for cooperative projects on a national and 
international scale. The Division also assists in the support of digital applications and work-
related personal computer applications within the Libraries.  In consultation with department 
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heads, determines the mission, objects and goals for digital services and web-related projects and 
develops policies, procedures and workflow that will achieve these goals.  Regularly reviews 
division success in meeting SI and SIL mission and goals. Within authority delegated by the 
Director, establishes personnel policies for the division and makes recommendations for 
selections, promotions, awards, and other personnel actions including disciplinary actions. 
Establishes performance standards and evaluates performance following SI and SIL guidelines 
and schedules.  Determines staff training and development needs and makes recommendations to 
meet these. Vigorously promotes two-way communication with all division staff as a means to 
maintaining high morale and achieving excellent service. 
 
Administers the information technology program of the Libraries and coordinates it with other 
programs within and external to the Smithsonian.  Determines the mission, objectives, and goals 
for information technology and leads staff in formulation of needs and selection of appropriate 
technologies to meet those needs most effectively.  Establishes broad policies, procedures, and 
priorities for information technology that will lead to achievement of goals.  Works with 
subordinate staff to interpret policies and solve problems, and adjusts priorities, schedules, and 
resources to meet changing requirements.  Plans, implements, and monitors program to ensure 
security of all SIL automated systems. 
 
Manages large-scale national and international digitization projects, such as the Biodiversity 
Heritage Library, in which SIL is engaged, frequently attending international meetings and 
workshops and making presentations as requested.   
 
Represents information technology needs and concerns, but with an overview of the entire 
Smithsonian Institution Libraries system and a thorough understanding of the program 
requirements of the Institution for library services and technology use.  Participates fully in the 
overall administration and management of the Libraries through membership in the SIL 
Executive Committee and may serve as Acting Director in the Director’s absence.  Shares 
equally in development and documentation of SIL’s long- and short-range planning efforts, fund-
raising activities, budget decisions, personnel policy formulation, and major organizational 
changes. 
 
Working closely with staff from all SIL units, plans and develops SIL’s online presence, SIL’s 
digital publications (digital editions, online exhibitions, etc.) as well as new modes of electronic 
outreach (blogs, wikis, etc.). Recognizing the rapid pace of change to standards, policies, and 
procedures in the digital arena, the lack of standard policies, procedures, and practices regarding 
digital applications, draws in best thinking from the larger community and the Institution in 
general and guides formulation of SIL strategies and approaches. Provides guidance and 
leadership to SIL staff in all areas of digital engagement.  
 
Works closely with the staff of the Smithsonian Institution Scholarly Press to develop new 
publishing platforms for Smithsonian scholarly content and to streamline workflow and provide 
readers with the optimum reading experiences. 
Maintains strong cooperative relationships with the Chief Information Officer and other senior 
administrators in the Institution concerned with information technology policy, planning and 
implementation. Serves as SIL’s representative to Institution-wide planning groups and 
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committees on matters concerned with uses of technology within the Institution. Represents the 
interests of the Libraries on the national and international level, through active participation in 
professional organizations and through presentations and publications.  Acts as expert consultant 
to other research libraries, museums and associations on matters relating to information 
technology and policy development. 
 
Monitors changing professional, technological and workplace events with a view to taking the best 
advantage of new developments and new opportunities for enhancing the efficient operation of the 
division.  Interprets trends and assesses impacts of trends in digital and web services. Makes 
recommendations on development of new programs.   
 
Works closely with the staff of the 20 branches and other units to ensure timely, reliable support 
for digital and web-related services. Maintains good communication with department and branch 
heads regarding procedures and practices that affect service, including participation in the 
Branch Librarians group and other formal or informal SIL groups.    
 
Participates fully in the administration and management of the Libraries through membership in 
the SIL Executive Committee. As needed, serves as Acting Director in the Director’s absence.  
Shares equally in development and documentation of SIL’s long- and short-range planning 
efforts, fund-raising activities, budget decisions, personnel policy formulation, and major 
organizational changes. 
 
Represents digital and web-related services, activities and concerns within SIL and to the SI 
community.  More broadly, serves as a spokesperson for the SIL, representing its mission and 
goals to the Institution and beyond.  Provides information and advice on issues regarding 
digitization in general and automated library services. 
 
 
 Factors 
 
Knowledge Required 
 
A full understanding of the major technological, structural, and substantive issues confronting 
research libraries and political and technical skill in developing and administering information 
technology projects to support library services and operations.  Specialized knowledge of 
programs, procedures, management, and technological infrastructure of the SIL. 
 
Thorough knowledge of theories and practices of library, museum, and business information 
technology in order to develop and maintain an up-to-date technological infrastructure for the 
SIL that interfaces well with other systems used within the Smithsonian.  Specialized knowledge 
of digital technologies and their application within research libraries and museums. 
  
A successful professional experience of at least three years in managing library digitization 
services for a large university or research library, as demonstrated by reports of successful 
installations of large digital libraries. 
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Expert knowledge of technology industry trends and issues as they relate to computer 
applications in research libraries and museums. 
 
Mastery of library technology marketplace to solve highly complex problems; to develop new 
and innovative approaches to policies, programs, and methods; and to serve as an authority for 
other libraries or library systems. 
 
Excellent written and oral communication skills as shown by publications or public 
presentations. 
 
Supervisory Controls 
 
The Associate Director for Digital Services reports to the Director of Libraries.  The incumbent 
exercises considerable authority and independence in the administration of web, information 
services, and digital imaging units, interpreting both Institution and Libraries’ missions, 
objectives, policies, etc.  The incumbent serves as technical expert and authoritative source for 
information regarding all aspects of web services and digitization. Work is reviewed for results 
only. 
 
Guidelines 
 
The incumbent works within established federal and Smithsonian policies but shares in the 
development of long- and short-range planning efforts, budget decisions, library-wide policy 
formulation, organizational changes, etc.  The incumbent also takes into account industry, 
Institution, and library standards in areas such as integrated library systems, acquisitions, 
cataloging, and document delivery to ensure that SIL practices are compatible. As a senior 
executive of the SIL, the incumbent is responsible for implementation of staff and general 
policies, requiring considerable personal judgment and initiative. 
 
Complexity 
 
The position involves highly complex web and digital library services issues as well as 
considerable supervisory and administrative duties and a broad understanding of all Smithsonian 
Institution directives, programs and applications regarding contracts, fund accounting, collection 
management, etc. in order to meet the requirements of SIL operations and services.   Substantive 
political and technical skills are required to guide SIL staff in planning for and employing new 
technological applications and standards in support of digital services. Smithsonian requirements 
for digital services differ from standard academic institutions due in part to the need to conform 
to federal guidelines, the multiplicity of separate administrative units, and the relationship to the 
museum community; therefore, the incumbent cannot rely completely on existing models.  The 
position involves assessing, evaluating and implementing new technologies to improve technical 
and automated library services. 
 
Scope and Effect 
 
The purpose of the work is to analyze major issues in digitization, web presentation, information 



SPEC Kit 331: Changing Role of Senior Administrators ·  163

SmithSonian inStitution
Associate Director, Digital Services Division

access and dissemination or to develop authoritative new approaches, methods, or standards to 
resolve critical or highly unusual information problems.  The work affects the policies, standards, 
and principles used by librarians, the development of major aspects of library programs, or the 
efficiency of library services rendered to clientele within or outside the agency or major 
component. The work directly affects the users of the Libraries, both Smithsonian Institution 
staff and national and international scholars dependent on information about and access to SIL 
collections for scholarly research. 
 
Personal Contacts 
 
The incumbent has extensive and intensive contacts with fellow SIL executives, senior 
Smithsonian administrators; other SI personnel including researchers and scholars; the 
internnational library and information science community; and his/her own staff.   
 
Purpose of Contacts 
 
The contacts are to ensure the provision of timely, thorough, accurate technical and automated 
library services to the Libraries and the Smithsonian community.  The incumbent maintains 
strong cooperative relations with other members of SIL’s senior executive staff to assure that the 
needs for technical and automated library services are met.  Contacts within and without the 
Smithsonian are to establish and maintain consultative relationships and to exchange 
information.  Contacts within the national and international library community are for the 
purpose of exploring and implementing cooperative programs and projects to increase the 
resources available to SIL staff, as well as to identify and assess trends in technical and 
automated library services.  The high level of contacts requires character, tact, and sound 
judgment.   
 
Physical Demands 
 
The work is largely sedentary; however, walking, bending and climbing usual in libraries is 
occasionally present. 
 
Work Environment 
 
The work environment is a normal office setting suitable for the post.  The office is currently 
physically located in Washington, D.C. in the National Museum of Natural History. 
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Washington State University
Position Description

Position Number: 38198
Appointment Status: Tenured Faculty, Annual, 100% FTE
Organization and Location: Libraries, Pullman

Working Title: Associate Dean of Libraries

Basic Function: The Associate Dean is responsible for planning, coordinating, and managing 
public services, technical services and systems, including personnel, budget, services and 
facilities, for the WSU Libraries in consonance with the Libraries’ Strategic Plan. The Associate 
Dean leads the Libraries in sustaining and enhancing a full range of user-centered services, 
and in developing a proactive approach to library services with an emphasis on the integration 
of emerging technologies for delivery of materials, information, and instructional services in all 
platforms. The Associate Dean participates in assessment, in promoting awareness and 
fostering the successful use of research and information services for WSU, community, and 
state populations, and in building networks of support and advocacy across campus for 
teaching, research, and service.  The Associate Dean promotes a working environment in 
which all employees are supported in developing their skills so that they can contribute to the 
maximum of their ability, and facilitates the WSU Libraries’ efforts in building an open, 
collaborative organization. This full-time, 12-month position reports to the Dean of Libraries.

Responsibilities

A.  Administration of Public and Technical Services
1. Works with the unit heads and team leaders across the divisions to plan, coordinate, 

and manage services and facilities in the following areas: Access Services; Assessment;
Research Services; Scholarly Communication; Systems; and Technical Services.  

2. Responsible for creating and implementing outreach services and programs that reflect 
WSU priorities mandated by its land-grant institution status.

3. Understands both the unique and common aspects of the diverse library units and 
recognizes the need for a balance among them.

4. Assesses unit needs and services to assure the provision of the best user-centered
services.

5. Works with the regional campus librarians at WSU Vancouver, WSU Tri-Cities, WSU 
Spokane, the Intercollegiate College of Nursing, and the WSU Energy Library, to 
coordinate programs with Pullman units.

6. Provides leadership for staff, faculty, and temporary employees.  
7. Serves on Management Advisory Committee (ex officio) and other groups.
8. Coordinates the efforts of the working groups reporting to this position.
9. Collaborates with library development personnel in fundraising efforts.
10. Fosters atmosphere of open communication, trust, and respect.

B.  Personnel
1. Administers University and Libraries policies and procedures related to faculty, staff, and 

temporary employees.
2. Performs annual reviews for personnel who report directly to this position.
3. Fosters professional development and growth of faculty and staff.
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C.  Professional, Research, and Scholarly Activities
1. Maintains and shares knowledge of trends and innovations in library services,

assessment and outreach.
2. Actively participates in professional organizations, research, and scholarly activities.
3. Participates in university and community service activities.

Faculty are expected to communicate well; maintain pleasant, courteous and 
cooperative relationships; display a professional manner in demeanor and language; 
and show courteous and effective behavior in meetings. 

Qualifications:

REQUIRED:
ALA accredited degree in Library/Information Science; at least 4 years of management experience 
in a medium to large academic or research library; professional reference and library instruction 
experience; experience applying new information technologies in public service settings; budget 
management experience. The successful candidate will demonstrate the following: experience in 
leadership, mentoring, and motivation; comprehensive knowledge of a large library’s varied public 
service functions; a history of positive interaction with faculty, staff, students, and administrators; 
excellent interpersonal and collaborative oral and written communication skills; understanding of 
current issues facing research libraries, including the rapid changes in modes of scholarly 
communication and strategies for outreach to a wide range of constituents; a progressive record of
publication and professional participation that meets the criteria for tenure at WSU.

PREFERRED: 
Experience with the following: personnel supervision, interaction with diverse units, facilitation of 
group decision-making and planning, assessment of services and user needs, fundraising and 
resource development; demonstrated support for employee development; additional advanced 
degree.

Signatures:

This position description reflects Washington State University’s best effort to describe the 
essential functions and qualifications of the position.  This document is not intended to exclude 
an opportunity for modifications consistent with providing reasonable accommodation.  This is 
not intended to be a contract.  Your signature indicates you have read this position description 
and understand the essential functions and qualifications of the position.

Employee Date

WSU Dean of Libraries Date

bb:pd38198.doc
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Washington State University
Position Description

Position Number: 41611
Appointment Status: Faculty, Tenure-track, Annual, 100% FTE
Organization and Location: Libraries, Pullman

Working Title:          Head, Collections

Basic Function: This position administers the Libraries’ unit that coordinates selection
activity and acquires intellectual resources to support the teaching, learning, research,
and service activity at Washington State University.  

Reports to: Assistant Dean
Responsibilities

Administers and approves expenditure of the $5 million-plus collections budget.
Collaborates with the Collection Managers for each funding unit and with twenty-some 
subject selectors to select serials, monographs, media, and electronic formats for all 
Pullman libraries.  Oversees serials selection and cancellation projects, as necessary.
Oversees collection management for monographs, including weeding projects and 
disposal of library materials. Oversees expenditure of gift funds for collections and 
manages receipt of gifts in kind.

Chairs the Collections Management  Working Group, the oversight committee for 
collections.    Monitors and revises collection policies, as needed. Oversees collection 
assessment and accreditation review projects.

Reviews and approves licenses with vendors and publishers for electronic resources; 
negotiates favorable terms, including price, service, and archival rights; consults with 
the Attorney General, as necessary.

Serves as liaison to consortial partners:  serves as the WSU representative to the Orbis 
Cascade Alliance Electronic Resources Committee, the Greater Western Library 
Alliance Collection Development and Management Committee, Washington 
Cooperative Library Project (CLP) and other consortia like BCR, Solinet, Minitex, 
UW/WSU, ICCL, and others.  Negotiates with consortial partners and vendors and 
commits WSU resources for selected products.

Assists in the purchase of monographic library materials by selecting vendors and
managing fund accounts and payments. Prepares collection management reports.  
Reviews business and service agreements from time to time.

Serves as liaison to the regional campus libraries for shared access and cost for 
licensed and purchased electronic resources.

Serves as liaison to Technical Service units to assure an efficient workflow for licensed 
and purchased resources to be linked, cataloged, and made accessible to users.  
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Works with the Assistant Dean and other unit heads to set priorities, allocate resources, 
and develop plans, policies, and practices to enhance the access of library resources 
for all users at all locations.  Serves on library groups, committees, and task forces and 
shares in faculty governance.

Participates in professional organizations and serves the profession by conducting 
research, writing, and speaking.

Engages in service activities within the Libraries, the University, and the community.

Qualifications

REQUIRED:

ALA accredited degree in Library/Information Science.

Five years of professional experience in a large academic library.

Professional experience with collection development or acquisitions in a large academic 
library. 

Organizational, project management, analytical, and decision-making skills.

Excellent interpersonal and communication skills, both oral and written.

Demonstrated ability to work effectively as a team member in a rapidly changing 
environment.

Demonstrated ability to work effectively and cooperatively within a diverse university 
community.

Record of professional and scholarly achievement warranted for a faculty appointment.

PREFERRED:

Administrative experience in collection development in an academic library.

Administrative experience in acquisitions in an academic library.

Experience negotiating licenses for electronic resources.

Experience working and negotiating with publishers, library vendors, and library 
consortia.

Successful managerial and supervisory experience and evidence of leadership qualities 
to be an effective unit head.

Reading knowledge of at least one foreign language.
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WASHINGTON UNIVERSITY LIBRARIES 
 

LIBRARY POSITION 
 
 
POSITION TITLE:  Associate Dean, University Libraries (Organizational Development) 
 
REPORTS TO:  Vice Chancellor for Information Technology and Dean of University Libraries 
 
SUMMARY:  As a member of the Senior Management Team, be responsible for the design, 
articulation, and implementation of library collections, programs and services.  Ensure the 
development of library programs that meet the library’s mission of supporting the teaching and 
research needs of the university and enhancing its role in the international research community.  
Develop library policies that are in keeping with the University’s priorities. 
 
QUALIFICATIONS: 
 MLS from an ALA accredited library school. 
  
 Second master’s degree preferred. 
  
 At least five years of increasingly responsible administrative experience in an academic or 
research  library. 
  

Demonstrated understanding of and commitment to providing traditional and innovative library 
collections, programs and services to all segments of the University community.  

  
Demonstrated understanding of and commitment to the application of technology to expand and 
enhance library services.   

  
 Demonstrated interpersonal communication and leadership skills.   
  
 Evidence of professional interest and activity.   
 
DUTIES: 
 Devise, document and execute a long-term planning process for the University Libraries.     25%                                                                    
 
 Implement a quality assessment and measurement program for the libraries.           20% 
 
 Assess professional development and staff training needs and implement a program to          20% 
 meet those needs.          
                                                                                                                                

Provide professional leadership to staff in analyzing workflow and designing new, more       15% 
efficient, effective ways of doing things.                                                                                                          

 
 As a member of the senior management team, participate in planning, budget, operation,      10% 
 and personnel decisions for the University Libraries.                                                                        
                                                                                      
 Participate in regional, national, and international organizations and consortia as required to   5% 
 serve the University’s needs.                                                                                                            
 
 Ensure the implementation of University and Library policies.                      5% 

 
             




