Personnel Policies

General

A. The Library Board of Trustees has exclusive control of the Albert City Public Library.  It is the responsibility of the Board to make library policy and it is the responsibility of the Director to administer the library.

B. The Board is responsible for employing and dismissing the Director.

C. The Director is responsible for hiring other staff with input from the Library Board if needed.

D. The primary duty of the library is to serve the public.  All patrons regardless of sex, race, creed, or age should be given the same standard of service.  All contacts with the public are to be handled in a friendly and courteous manner.

E. The community image of the library is, at least in part, projected by the appearance of staff members.  It is, therefore, very important that all employees be well groomed and properly dressed.

Work Week

A. The library will be open the days approved by the Library Board and the City Council except when those days coincide with holidays in which the majority of the businesses in town are closed.  These will include; Christmas, New Years, Memorial Day, Independence Day, Labor Day, and Thanksgiving.  Holiday Eve early closings will be made at the discretion of the director or assistant director and will be posted one week ahead of time.  

B. The Director will assign working hours.

C. All employees (director or assistant) will get the above holidays as paid holidays.  

D. Library will be closed when weather does not permit safe travel for staff. The 
staff person scheduled to work is responsible to make the decision to close the
library and to put an announcement on local radio stations.

Salaries

A. The library board suggests salaries for approval by the City Council.  The City of Albert City pays salaries.  

B. Salary Ranges for Employees:  

             Director:  $9---$15 

      Assistant Director:  $8---$12 

Story Hour Leader:  $7.25 (min.wage)---$10.50 or Volunteer

Circulation Desk Help  $7.25 (min. wage)--$10.50 

Janitor:   $7.25 (min. wage)--$10.50  

C. Director, Assistant and Story Hour Leader will be paid for attending CE workshops and mileage.  

Director / Head Librarian

Qualifications:


Attained a High school diploma or higher.

Complete State Library of Iowa Library Management classes to become a Certified Librarian within 2 years of employment.


Fulfill continuing education requirements to maintain certification.


Computer proficiency.
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