
 
 
 

 
 

Great River Regional Library 
1300 W. St. Germain 

St. Cloud, Minnesota  56301 
Tel. 320.650.2500   Fax 320.650.2501 

 
Board of Trustees Personnel Committee Meeting 

Tuesday, November 19, 2013, 6:30 p.m.  
                 Agenda 

 
 

 
 

1. Call to Order 
 

2. Adoption/Amendment of Agenda 
 

3. Approval of Minutes from September 17, 2013, Personnel Committee Meeting    
 

4. Policy 4I. Automobile Usage Policy Update (on table) (Requested action – Approve)   
 

5. Proposed Update to Position Description Format (Requested action – Approve)  
 

6. Next Meeting – January 21, 2014, at 6:30 p.m. 
 

7. Adjournment 
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GREAT RIVER REGIONAL LIBRARY 
PERSONNEL COMMITTEE MINUTES 

September 17, 2013 
 
 

A regular meeting of the Great River Regional Library (GRRL) Personnel Committee was called 
to order on Tuesday evening, September 17, 2013, at 6:00 p.m. in the St. Cloud Public Library 
Mississippi Room with Chairperson Rachel Leonard presiding. 
 
  
 
 
 
 
 
 
 
 
 
          
 
 
 
 
ADOPTION OF AGENDA 
Kevin Maurer made a motion to adopt the agenda as presented.  Seconded by Mark 
Bromenschenkel, the motion carried unanimously. 
 
APPROVAL OF MINUTES 
Jim Shovelain made a motion to approve the minutes of July 16, 2013.  Seconded by Kevin 
Maurer, the motion carried unanimously. 
 
Lin Holder joined the meeting at 6:02 p.m. 
 
NEW POSITION DESCRIPTIONS FOR FINANCE & HUMAN RESOURCES DEPARTMENTS 
Sunny Hesse, Regional Coordinator Human Resources, explained to the Board the proposed 
changes and distribution of responsibilities in the Finance and Human Resources Departments 
related to the retirement of Linda Treb, Regional Coordinator Finance.  She informed them as to 
how those responsibilities were reviewed and determined and provided details for the 
redistribution.  Questions from Board members and discussion followed.  
 
Lin Holder moved to approve the new Finance and Human Resources position descriptions as 
presented.  Seconded by Mark Bromenschenkel, the motion carried unanimously. 
 
MEMORANDUM OF AGREEMENT REGARDING PATRON SERVICES DEPARTMENT 
Dave Kircher moved to approve the Memorandum of Agreement between GRRL and AFSCME 
Council 65 representing the GRRL Patron Services Department.  Seconded by Kevin Maurer, the 
motion carried unanimously. 
 
NEXT REGULAR MEETING 
The Great River Regional Library Board of Trustees announced that the November 19, 2013, 
Personnel Committee Meeting will take place in the St. Cloud Public Library’s Mississippi Room 
at 6:00 p.m.  

Members Present: 
Mark Bromenschenkel 
Lin Holder – late arrival 
Dave Kircher 
Rachel Leonard 
Kevin Maurer 
Michael Messina 
Pat Sawatzke 
Jim Shovelain 

Members Excused: 
 

GRRL Staff Present: 
Brandi Canter 
Jake Grussing 
Julie Henne 
Sunny Hesse 
Janie LaBree 
Karen Pundsack  
Jay Roos 
Kirsty Smith  
Linda Treb 
Jami Trenam 
Patricia Waletzko 
 
 

GRRL Staff Excused: 
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ADJOURNMENT 
Rachel Leonard adjourned the meeting at 6:17 p.m. 
 
 
 
 
_________________________________________ 
Personnel Committee Chair 
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EXECUTIVE DIRECTOR 
 
 

Department:  
 

Institutional Services Class Code: 2775 
Reports To:   
 

GRRL Board of Trustees Pay Grade:       
  FLSA Status: Exempt 

 
Date Approved:   09/27/2005 
Date of Last Revision:  11/19/2013      
 
 
Under general direction of the Great River Regional Library Board of Trustees, the position of Executive 
Director plans, organizes, directs, evaluates and reviews the library’s resources, services and programs.  
The Executive Director also interprets library resources, services and programs to the regional library 
board, governmental authorities and citizens. 

 

PRIMARY DUTIES AND RESPONSIBILITIES 

The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all 
employees in this classification, only a representative summary of the primary duties and responsibilities. 
Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, 
position-specific duties. 

• Serves the library in a leadership capacity to move the region’s services forward, anticipates 
future needs, as well as to respond to current trends. 

• Plans, organizes and directs all activities concerned with the administration and operation of the 
regional library system.  

o Makes policy and budget recommendations to the regional library board and serves as a 
non-voting executive officer at all board and committee meetings.  Reports to the board 
on library needs and operation on a regular basis.   

o Provides the board with an appropriate strategic planning process and implements an 
ongoing process of reviewing the development of library services and programs in 
response to changing needs or conditions.  

o Develops system wide policies and procedures for library operations. 
o Administers expenditure of all regionally held funds committed for library services and 

operations.  Develops, prepares and presents the annual budget proposal for board 
authorization.  Provides periodic budget status reports and enforces provisions of the 
adopted budget. 

• Exercises final authority for all recruitment, hiring and dismissal actions for library staff. 
• Represents the library in state and national professional associations and at conferences.  Stays 

informed on new developments affecting library operations, services and programs and assesses 
advisability and feasibility of implementation strategies. 

• Oversees advice to local boards and governmental authorities on a variety of library issues 
including local library board operations, building improvements, site selection, programming, 
etc.  Oversees the release of information regarding status of pending local, state and federal 
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legislation affecting library operations.  Represents the library concerning governmental 
regulations and funding at local, state and federal levels. 

• Insures GRRL’s interests are represented with the State of Minnesota by participating in various 
meetings such as those conducted by State Library Services & School Technology, the Council of 
Regional Public Library System Administrators, Central Minnesota Libraries Exchange and other 
appropriate local, county, state and federal agencies. 

• Other essential duties include but are not limited to the following: 
o Conducts staff meetings communicating the library’s vision, mission, philosophy, goals 

and objectives to library staff.  Ensures that these goals are executed by staff.  
o Supervises preparation and distribution of statistical reports outlining library services 

and operations.  Interprets and analyzes those reports and uses that analysis to develop 
goals and objectives for Board consideration. 

o Provides needed reports, planning documents, program applications and other 
documentation to board members and state and federal program officials.  

o Represents GRRL to the media. 
o Maintains awareness of and pursues grant opportunities and other innovative sources 

of income. 
o People management system(s) oversight. 

• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 
• Participates in professional meetings, workshops and related continuing education activities to 

represent GRRL and to keep current on changing trends in the field of library science. 

 

MINIMUM QUALIFICATIONS 

Education and Experience: 

Master’s degree in Library Science from an American Library Association accredited college or university. 

At least eight years of public library experience including significant administrative responsibility.  
Experience working with a board of trustees. 

Required Skills and Abilities: 

• Demonstrated leadership exemplified by willingness and ability: 

o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 
o to lead and follow through on initiatives based on the achievement of the organization's 

annual and long-term goals 
o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Demonstrated administrative skills sufficient to manage the operation of a 32-branch library 
system. 

• Ability to lead administrative staff in long and short range planning to assist GRRL in fulfilling its 
stated mission.  Knowledge of management techniques to plan and coordinate the work of 
approximately 280 employees to provide high quality library services. 
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• Financial planning and management skills necessary to oversee the creation, development and 
management of a large and complex annual operating budget. 

• Ability to create with the library board a philosophy supporting regional library services and 
interpersonal skills sufficient to effectively relate this to the general public, staff, and legislative 
and governmental bodies. 

• Ability to develop and write policies and procedures and secure board support to implement 
them. 

• Comprehensive knowledge of professional library principles, methods, techniques, materials 
and procedures. 

• Comprehensive knowledge of automation, telecommunication and library technologies. 
• Ability to travel frequently with overnight stays.  Minnesota driver’s license required. 
• Comprehensive knowledge of laws and regulations relating to library operations. 
• Ability to read, write, give, follow and comprehend verbal and written instructions.   
• Effective oral and written communication skills to communicate productively with staff and 

library users. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 

The physical demands and work environment characteristics described on the attached Physical 
Demands Analysis are representative of those that must be met by an employee to successfully perform 
the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

 

ACCEPTANCE STATEMENT 

I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Executive Director at GRRL. If employed, I certify that I can and will perform the primary duties and 
responsibilities of the position.  Management reserves the right to change job responsibilities, duties 
and hours as needs prevail.  This document is for management communication only and does not 
indicate a written or implied contract of employment. 

 

Acknowledgement of Review 

I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 

 

__________________________________                  ___________________  

Employee Signature     Date 

 

 

__________________________________  ___________________ 

GRRL Supervisor Signature    Date    
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GREAT RIVER REGIONAL LIBRARY 
POSITION DESCRIPTION 

           
Classification:   Executive Director      
 
Department/Location:  Institutional Services    
Range:    17        
Reports to:   Great River Regional Library Board of Trustees    
Status:    Exempt 
 
Date Approved:  5-30-00 
Date Revised:   9-27-05, 1-19-10, 9-17-13 
 
 

Position Summary 
Under general direction of the Great River Regional Library Board of Trustees, the position of Executive Director 
plans, organizes, directs, evaluates and reviews the library’s resources, services and programs.  The Executive 
Director also interprets library resources, services and programs to the regional library board, governmental 
authorities and citizens. 
 

Education/Experience 
Master’s degree in Library Science from an American Library Association accredited college or university. 
 
At least eight years of public library experience including significant administrative responsibility.  Experience 
working with a board of trustees. 
 

Essential Job Duties 
THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT TO BE 
CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED AND ASSIGNED. 

 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 

Essential Job Duties Recommended 
% 

1. Serves the library in a leadership capacity to move the region’s services forward, 
anticipates future needs, as well as to respond to current trends. 

Ongoing 

2. Plans, organizes and directs all activities concerned with the administration 
and operation of the regional library system.  

a. Makes policy and budget recommendations to the regional library 
board and serves as a non-voting executive officer at all board and 
committee meetings.  Reports to the board on library needs and 
operation on a regular basis.   

b. Provides the board with an appropriate strategic planning process 
and implements an ongoing process of reviewing the development 
of library services and programs in response to changing needs or 
conditions.  

c. Develops system wide policies and procedures for library operations. 
d. Administers expenditure of all regionally held funds committed for 

library services and operations.  Develops, prepares and presents 
the annual budget proposal for board authorization.  Provides 
periodic budget status reports and enforces provisions of the 
adopted budget. 

e. Exercises final authority for all recruitment, hiring and dismissal 
actions for library staff. 

75 
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3.    Represents the library in state and national professional associations and at     
       conferences.  Stays informed on new developments affecting library operations,   
       services and programs and assesses advisability and feasibility of implementation 

strategies. 

5 

4. Oversees advice to local boards and governmental authorities on a variety of 
library issues including local library board operations, building 
improvements, site selection, programming, etc.  Oversees release of 
information regarding status of pending local, state and federal legislation 
affecting library operations.  Represents the library concerning governmental 
regulations and funding at local, state and federal levels. 

5 

5. Insures GRRL’s interests are represented with the State of Minnesota by participating 
in various meetings such as those conducted by State Library Services & School 
Technology, the Council of Regional Public Library System Administrators, Central 
Minnesota Libraries Exchange and other appropriate local, county, state and federal 
agencies. 

5 

6. Other essential duties include but are not limited to the following: 
a. Conducts staff meetings communicating the library’s vision, mission, 

philosophy, goals and objectives to library staff.  Ensures that these goals 
are executed by staff.  

b. Supervises preparation and distribution of statistical reports outlining library 
services and operations.  Interprets and analyzes those reports and uses 
that analysis to develop goals and objectives for Board consideration. 

c. Provides needed reports, planning documents, program applications and 
other documentation to board members and state and federal program 
officials.  

d. Represents GRRL to the media. 
e. Maintains awareness of and pursues grant opportunities and other 

innovative sources of income. 
f. People management system(s) oversight 

 

10 

7. Attends GRRL staff meetings and takes part in continuing education and training 
opportunities. 

Ongoing 

 
Non-Essential Job Duties 

1. Participates in professional meetings, workshops and related continuing education activities to represent 
GRRL and to keep current on changing trends in the field of library science. 

 
Qualifications 

The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to perform 
the essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
1. Demonstrated leadership exemplified by willingness and ability: 

a. to model and reinforce integrity, ethics and excellence in work performance  
b. to develop and sustain work relationships characterized by respect, dignity and trust 
c. to provide enthusiastic and positive leadership 
d. to support policies and work practices that engender successful collaboration 
e. to manage by objectives and outcomes 
f. to mentor and coach in a manner that contributes to staff development 
g. to lead and follow through on initiatives based on the achievement of the organization's annual and long-

term goals 
h. to develop and implement creative solutions to regional challenges 
i. to maintain a commitment to personal and professional development 

2. Demonstrated administrative skills sufficient to manage the operation of a 32-branch library system. 
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3. Ability to lead administrative staff in long and short range planning to assist GRRL in fulfilling its stated 
mission.  Knowledge of management techniques to plan and coordinate the work of approximately 280 
employees to provide high quality library services. 

4. Financial planning and management skills necessary to oversee the creation, development and 
management of a large and complex annual operating budget. 

5. Ability to create with the library board a philosophy supporting regional library services and interpersonal 
skills sufficient to effectively relate this to the general public, staff, and legislative and governmental 
bodies. 

6. Ability to develop and write policies and procedures and secure board support to implement them. 
7. Comprehensive knowledge of professional library principles, methods, techniques, materials and 

procedures. 
8. Comprehensive knowledge of automation, telecommunication and library technologies. 
9. Ability to travel frequently with overnight stays.  Minnesota driver’s license required. 
10. Comprehensive knowledge of laws and regulations relating to library operations. 
 

Language Skills 
Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must have effective oral 
and written communication skills to communicate productively with staff and library users. 
 

Physical Demands and Work Environment 
The physical demands and work environment characteristics described on the attached Physical Demand Analysis 
are representative of those that must be met by an employee to successfully perform the essential functions of 
this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform.  

 
Acceptance Statement 

I have carefully read, understand, and accept the position description, including the qualifications, requirements, 
and physical demands, with or without reasonable accommodation, of the position of Executive Director at GRRL 
and, if employed, I certify that I can and will perform the essential and non-essential functions of the position.  
The GRRL Board reserves the right to change job responsibilities, duties and hours as needs prevail.  This 
document is for management communication only and does not indicate a written or implied contract of 
employment. 
 
 
Acknowledgement of Review 
 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
 
 
__________________________________  ___________________ 
GRRL Board Chair Signature    Date     
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