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Duke University
Director Public Services

 
 
 

Director, Public Services 
 
The Perkins Library System is in the process of implementing its strategic plan for 2000-2005 to support 
Duke's institutional imperatives, with particular emphasis in the following areas: support for the new 
undergraduate curriculum; expansion of instructional programs to develop and improve research skills and 
information literacy; development of innovative, customized reference services for users regardless of 
location; and establishment of an integrated document delivery service.  We are seeking an innovative and 
energetic individual to provide creative leadership for these new initiatives.  The successful candidate will 
also be an analytical thinker and an agent for change, with the ability to articulate and communicate a vision 
for outstanding public services and to enlist the support of faculty, students and library staff for implementing 
new and innovative services.  Staffing in Public Services is comprised of 73 FTE; position reports to the 
University Librarian, who is also Vice Provost for Library Affairs. 
 
Responsibilities 
• Leads and administers public services activities and units in Perkins Library (Access Services, Document 

Delivery Services, Public Documents and Maps Department, Reference Department) and six branch 
libraries (Biological and Environmental Sciences; Chemistry; Lilly; Music; Vesic Library for 
Engineering, Math and Physics; and the Rare Book, Manuscript, and Special Collections Library).  

• Provides vision and leadership in the following areas:  
- identifying and assessing user needs and developing output measures to evaluate the quality and 
success of services in meeting those needs; 

- planning and developing a user education program to ensure that students and faculty achieve     
information literacy and understand the complementary nature of print and electronic resources; 

- working collaboratively with the Center for Instructional Technology to incorporate creative use of        
technology into the curriculum and the support of research by both students and faculty;  

- working closely with the Director, Collections Services in coordinating the public service activities of 
subject and area specialists, and with the Director of Communications to promote library programs and 
services;  

- fostering and promoting the growth and development of librarians and staff to meet the challenges of 
serving an increasingly diverse user population. 

• Establishes collaborative working relationships with collections services, technical services, information 
technology services, and special collections. 

• Coordinates public services activities, programs and initiatives with the libraries of Duke's professional 
schools (Business, Divinity, Law, and the Medical Center). 

• Participates in overall planning and policy development and fundraising as a member of the library's 
Executive Group.   

• Represents the public services interests of the Duke University Libraries in regional cooperative consortia 
(Triangle Research Libraries Network and the Association of Southeast Research Libraries), national 
forums, and international initiatives.  

 
Qualifications 
Master's degree from an ALA-accredited program or equivalent education and experience; minimum of five 
years of substantial and progressively more responsible experience in public services in a research library, 
including management of personnel and budget; experience in user education and in initiating new programs 
and services; experience in addressing issues and trends in document delivery and information and 
instructional technology; strong leadership and excellent interpersonal, oral and written communication skills; 
ability to establish effective working relationships in a collaborative environment; commitment to the 
importance of diversity in the academic environment; a record of significant professional activity. 
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Duke University
Director, Rare Book, Manuscript, and Special Collections Library

Director, Rare Book, Manuscript, and Special Collections Library 
Job Code/Title:  2133/Librarian 
Department:  RBMSCL Job Level:  0 
Supervisor:  University Librarian Job Family:  29 
FTE:  1.0 FLSA Status:  Exempt 
CAP:  Yes Term:  N/A 
Date Created/ Reviewed:    

Position Summary 

The Director of the Rare Book, Manuscript, and Special Collections Library (RBMSCL) 
assists the University Librarian in leading and managing the Perkins Library system and 
provides leadership and direction for RBMSCL and its staff.  The director reports to the 
University Library and Vice Provost for Library Affairs and serves on the Executive 
Group of the Perkins Library system. 

Responsibilities 
 
SYSTEM-WIDE RESPONSIBILITIES: 

• Working with the University Librarian and the Executive Group, provides leadership 
for shaping and achieving the libraries’ mission and goals. 

• Contributes to leadership of the Perkins Library Renovation and Expansion Project, 
serving on the Project Advisory Committee and supervising the work of the Project 
Manager. 

• Develops and strengthens relationships between the libraries and university 
administrators, faculty, students, donors, and supporters.  Participates in meetings of 
the Library Council and the Library Advisory Board. 

• Participates in budget planning for the libraries. 

• With other members of the Executive Group and with department heads, participates 
in the Perkins Library system Administrative Council. 

 
RBMSCL RESPONSIBILITIES: 

• Promotes the growth and development of RBMSCL in line with the mission and 
goals of the university and the Perkins Library system. 

• Working with library staff and the user community, establishes goals and priorities 
for RBMSCL. 

• Oversees the formulation and implementation of library policies and procedures. 

• Plans for staff, equipment, and space needs and allocates resources to meet 
established goals and priorities. 



108  ·  Representative Documents:  2007 Position Descriptions

Duke University
Director, Rare Book, Manuscript, and Special Collections Library

• Oversees and coordinates the work of the three departments composing RBMSCL 
(Collection Development, Technical Services, and Research Services).  Supervises 
the department heads, each of whom reports to the Director of RBMSCL. 

• Oversees and coordinates the work of the specialized Centers within RBMSCL 
(Hartman Center for Sales, Advertising & Marketing History; Franklin Collection of 
African and African American Documentation; Bingham Center for Women’s 
History and Culture; Documentary Photography Archive; Hubbell Center for 
American Literary Historiography). 

• In conjunction with the University Librarian and the university libraries’ Director of 
Development, seeks outside support for RBMSCL’s collections and operations. 

• Works with the staff of RBMSCL’s Collection Development Department, university 
faculty in various disciplines, and bibliographers and subject librarians elsewhere in 
the university libraries to formulate collection development policies and to develop 
the holdings of RBMSCL.  Identifies potential donors; solicits and acquires 
collections. 

• Serves as a liaison with and a resource to the university’s professional school libraries 
with respect to special collections. 

• Represents the Perkins Library system in special collections activities of the Triangle 
Research Libraries Network. 

• Represents RBMSCL in the academic community, with the general public, and in the 
library, archival, and historical professions. 

Supervisory Responsibilities 
• Supervises heads of Collection Development, Technical Services, and Research 

Services (all components of RBMSCL) 

Qualifications 
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:  BA/BS  
 
Preferred: Advanced degree in a relevant field 
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Duke University
Director, Rare Book, Manuscript, and Special Collections Library

 
EXPERIENCE:  
 
Required: Working knowledge of standard archival procedures; effective analytical and 
writing skills; basic computer skills including MS Office; flexibility and capacity to 
thrive in a rapidly changing environment; excellent interpersonal skills; ability to work 
independently and as a member of a team. 
 
Preferred: Prior experience working in an academic research library. 

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. 

 

Signatures 
Employee:      Supervisor: 
 
________________________________  ______________________________ 
Name/Date      Name/Date 
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Duke University
Scholarly Communication Officer

Scholarly Communication Officer (Term Appointment) 
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. 

Qualifications 

It is the expectation that all Perkins Library 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:  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 
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Duke University
Scholarly Communication Officer

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.  
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University of Massachusetts, Amherst
Coordinator, Library Systems and Web Management
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University of Massachusetts, Amherst
Coordinator, Library Systems and Web Management
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University of Notre Dame
Associate Director for User Services
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University of Notre Dame
Associate Director for User Services
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University of Saskatchewan
Associate Dean

Associate Dean  
University of Saskatchewan Library 

August 2007 
 
 
Context 
 
The job profile for deans at the University of Saskatchewan define the role of Dean as 
follows: “As the chief academic and operating leader of the College, the Dean is 
accountable for the creation and implementation of the College’s and University’s 
integrated plans and for ensuring the academic quality and integrity of the College. 
Major responsibilities include leading the College planning process; ensuring that 
strategic and operational plans are in place; advocating and promoting best practices in 
research, teaching, outreach and engagement, and deployment of human and physical 
resources; monitoring and improving performance to ensure outcomes as defined in the 
integrated plans; promoting positive relations internally and externally; and identifying 
and pursuing opportunities to support and enhance the long-term growth and success of 
the College and University. Where applicable, the Dean ensures that the accreditation of 
academic programs by external organizations is maintained”. 
 
Primary Purpose 
 
The Associate Dean assists the Dean and leads a discrete portfolio of responsibilities, 
currently designated as services to clients (Clients Services).  The Associate Dean leads 
the system-wide provision of high-quality library services to its clients, from the seven 
branch libraries.  The Associate Dean is a member of the Library’s executive leadership 
team, reporting to the Dean of the University Library.  
 
Nature of the Work 
 
The Associate Dean is responsible for providing leadership to faculty and staff, 
especially in relation to the development and delivery of services to clients (faculty, staff 
and students of the University of Saskatchewan).  This role has system-wide 
responsibilities across all seven branch library locations.  
 
The Associate Dean is supported by a team of Branch Heads (Librarians assigned 
administrative responsibilities for the day-to-day operations of services delivered through 
branch libraries). Working in close collaboration with branch heads, the Associate Dean 
ensures the soundness of library educational programs, the quality of library services to 
clients, and the effective management of human and physical resources assigned to the 
client services portfolio.  
 
The Associate Dean functions in a highly demanding environment that requires constant 
scanning for issues and challenges against multiple priorities and demands on limited 
resources. The work is of high volume and is complex. Decisions ranging from the 
mundane to critical are required on a routine basis. The Associate Dean, in consultation 
with the Dean, is responsible for determining the nature and extent of academic activities 
in which s/he engages during his/her term. 
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University of Saskatchewan
Associate Dean

10/24/2012 Position Profile for Associate Dean of the University Library 2 
 
 
 

 

Education and Experience 
 
A relevant advanced degree, a strong professional practice record, and progressive 
experience in an academic (or related) environment with recent experience at a leadership 
level are required. Demonstrated success in contributing to the developing a vision and 
leading people to achieve exemplary performance and outcomes is desirable. 

 
Accountabilities (Expected Outcomes) 

 
 
The Associate Dean is accountable for the following outcomes: 
 
Strategic Planning  
 

 Participates in setting direction for the University Library, especially in the 
context of services to clients 

 
 Develops multi-year operational plans for the client services portfolio aligned 

with the directions of the Library and the University 
 

 Ensures that branch library operational plans are efficient, integrated across the 
portfolio, and aligned with the directions set by the University Library 

 
 Ensures plans are aligned with emerging trends and needs of key stakeholders 

 
 
Teaching and Research 
 

 Communicates academic and research outcomes and priorities to help ensure 
alignment of library services to clients 

 
 Promotes the research and teaching agenda of Library programs through a 

variety of strategies and contacts 
 

 Adds to the reputation and prestige of the Library and the University through 
individual scholarly work 

 
 
Operational Effectiveness 
 

 Ensures effective implementation of change and new products and services 
identified through operational planning 

 
 Develops and implements policies, procedures and key success measures for the 

Library’s client services 
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University of Saskatchewan
Associate Dean

10/24/2012 Position Profile for Associate Dean of the University Library 3 
 
 
 

 

People and Environment 
 

 Ensures positive, diverse, and inclusive work and learning environments 
 

 Prepares faculty and staff for future key leadership roles 
 

 Ensures mentoring, career development and training of staff who report to the 
position 

 
 Builds a robust and balanced leadership team 

 
 Aggressively recruits and retains outstanding faculty and staff 
 
 Promotes and supports outreach and engagement activities of faculty and, where 

applicable, staff 
 

 Holds people accountable for high standards of performance  
 
 
Financial and Resource Management 
 

 Develops creative solutions to resource challenges 
 

 Re-allocates resources to align with and support the outcomes of the client 
services portfolio and Library’s Plans  

 
 Ensues long-term growth and sustainability of the Library’s physical, financial, 

and human resources  
 
 
Risk Management 
 

 Incorporates the identification, assessment, and management of risks into the 
planning processes for the branch libraries and the services to libraries portfolio 

 
 Ensures accountability and transparency of the Library’s activities, information, 

and reports 
 

 Communicates and ensures compliance with University policies, federal and 
provincial laws and regulations and collective agreements 

 
 Implements and maintains an effective system of checks and balances with respect 

to financial management and assets, which includes general safeguarding and 
stewardship of all resources in the Library (financial, physical, and human 
resources) 
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University of Saskatchewan
Associate Dean

10/24/2012 Position Profile for Associate Dean of the University Library 4 
 
 
 

 

Competencies 
 
 

Competencies are the attributes and behaviours, manner or style, how 
skills and knowledge are applied to the job. Each person brings different 
combinations of competencies to their position. The competencies below are 
the desired attributes. Feedback with respect to the competencies provides 
a focus for leadership development to ensure an overall balance, so that no 
particular set of competencies is over or under-demonstrated. 
 
 
Leadership / Vision: the demonstrated ability to develop and communicate a 
compelling and credible vision of the future and positively influence people and events to 
ensure commitment, alignment, and positive outcomes. 
 

 Inspires others to follow a common vision  
 

 Appropriately delegates authority and responsibility 
 

 Sets reasonable deadlines 
 

 Invests in others by providing feedback and supporting their development  
 

 Supports the success of others  
 

 Addresses performance concerns  
 
 
Personal Effectiveness: the demonstrated ability to foster respect, integrity, and self-
awareness in interpersonal relationships, while demonstrating personal resiliency and 
wellness  
 

 Seeks feedback from others and responds by developing capabilities or modifying 
behavior 

 
 Keeps promises and commitments even when unpopular or difficult 

 
 Demonstrates emotional maturity and resiliency in difficult circumstances 

 
 Demonstrates integrity in words and deeds 

 
 Accepts responsibility  
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University of Saskatchewan
Associate Dean

10/24/2012 Position Profile for Associate Dean of the University Library 5 
 
 
 

 

Decisiveness: the demonstrated ability to assess a difficult situation and make a good 
decision in a timely manner based upon a mixture of analysis, consultation, experience, 
and judgment. 
 

 Assesses the importance, urgency, and risk associated with each situation 
 

 Makes decisions that are in the best interests of the Library and the University 
 

 Demonstrates the willingness to make decisions which others have, by action or 
word, expressed a reluctance to make 

 
 Anticipates how decisions affect other people, teams, or units 

 
 
Change: the demonstrated ability to initiate, implement, and support innovation and 
institutional change and help others to successfully manage change and the willingness to 
advocate new ideas, especially when risk is involved. 
 

 Demonstrates an optimistic attitude towards change; embracing change and 
fostering new approaches 

 
 Engages others in the change process 

 
 
Communication: the demonstrated ability to convey information and ideas to 
individuals in a manner that engages the audience and helps them understand, retain, and 
respond to the message. 
 

 Provides useful and valuable information to others 
 

 Communicates clearly and ensures understanding 
 

 Demonstrates an understanding of the impact of communications on others 
 
 
Problem Solving: the demonstrated ability to resolve conflict and problems while 
creating a positive work environment. 
 

 Listens actively to promote shared understanding 
 

 Focuses on facts and data rather than personalities 
 

 Identifies shared interests to develop positive outcomes 
 

 Demonstrates courage rather than avoidance to resolve conflict and problems 
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University of Saskatchewan
Associate Dean

10/24/2012 Position Profile for Associate Dean of the University Library 6 
 
 
 

 

 
Collaboration / Team Building: the demonstrated ability to develop effective teams 
and /or develop the rapport necessary to maintain and strengthen partnerships inside or 
outside the University. 
 

 Builds opportunities and partnerships   
 

 Creates an environment where diverse views and perspectives are accepted 
 

 Maximizes opportunities to get things done through teams  
 

 Clearly defines accountabilities for team and team members 
 
 
University Understanding: demonstrating effectiveness within the University 
environment by applying knowledge of the University, its people, support systems, 
policies, and structure as a means of achieving results and/or affecting change. 
 

 Effectively uses existing structures, policies, and protocols to make progress on 
initiatives  

 
 Balances the interests of the University with those of the Library 
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Syracuse University
Deputy University Librarian and Associate Dean of Libraries
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Syracuse University
Deputy University Librarian and Associate Dean of Libraries
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Washington State University
Assistant Dean for Public Services and Outreach
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Washington State University
Assistant Dean for Public Services and Outreach




