
Position Description 

Head of Reference 

Bangor Public Library 

Effective January 30, 2019 

 

The Bangor Public Library is one of the largest public libraries in the state, 

serving as an Area Reference and Resource Center for northern and eastern 

Maine. The Library is also notable for its Local History department, and for its 

historic and varied art collections, including works by Bangor denizens 

Jeremiah Pearson Hardy and Waldo Peirce.  

As the third largest city in Maine, the City of Bangor is a service center for 

people living in more rural communities in northern and eastern Maine, and 

the Library serves people with diverse experiences and needs. 

The Library is a member of URSUS, a resource-sharing and joint catalog 

network including the Maine State Library, Maine Law & Legislative Research 

Library, and the libraries of the University of Maine System. 

Statement of the Position:  The Head of Reference ensures that Library’s adult 

users have access an extraordinary collection, excellent services, and 

phenomenal, varied public events. 

The Head of Reference leads a dynamic Reference Department and serves on a 

leadership team that works with the director to provide vision and leadership 

for the institution. This position includes direct service to the public, too. 

The Head of Reference also engages in outreach to constituencies in the greater 

Bangor area, along with the Director and other department heads, helping to 

publicize the adult services and resources of the Library. 

Essential Functions: 

● Direct, schedule, and evaluate the work of the Reference staff, including 

the Local History Librarian and the Local History Assistant 

● Provide reference and instructional services to the public 

● Supervise and participate in the development of the print and digital 

collections for adult library users 

● Participate in long-range planning and problem-solving work as a 

member of the Department Heads team; champion new services and 

initiatives proposed by Reference Department staff while coordinating the 

Reference Department’s contribution to other departments’ initiatives 



● Work with the Director, Reference Staff, Head of Circulation, and others 

to ensure that the library excels in its role as a state-supported Area 

Reference and Resource Center, including interlibrary loan 

● Maintain professional engagement on a state or national level, including 

participation in such organizations as the Maine Library Association 

● Represent the Library on the URSUS Reference Heads committee and in 

other statewide initiatives 

● Assist with budget planning for the library collection, for adult 

programming, and for staff professional development 

● Encourage and enable the professional development of Reference staff 

● Supervise the work of Reference Department staff who oversee and 

coordinate such functions as adult programming, art galleries, art 

collections, digital literacy classes, and interlibrary loan 

● Supervise the work of Reference Department staff who coordinate the 

Robert and Linda Sutherland Allen Business Center 

● Ensure that the department is well-informed about community needs 

and resources, and that the department supports community 

partnerships 

● Perform related duties, as assigned 

Schedule:  This is a 37.5-hour-per-week salaried position with a negotiable 

schedule. The Head of Reference participates in the evening and weekend 

rotations of the Reference Department. 

Required Knowledge, Skills, Abilities, and Qualifications: 

● Master’s degree from a program accredited by the American Library 

Association, or international equivalent 

● At date of hire, a minimum of five years of experience working directly 

with library users at a library with diverse  

● Demonstrated leadership, listening, and communication skills 

● Strong organizational skills, including detail orientation 

● Able to delegate, to provide clear, effective direction, and to provide 

constructive feedback; able to discipline staff when necessary 

● Able to adapt resiliently as the library’s needs change 

● Able to stand, sit, bend, walk, squat or kneel, and lift and carry up to 10 

pounds 

Preferred Qualifications: 

● At date of hire, a minimum of two years of supervisory experience in a 

library 



● A subject specialization that would help to extend the Library’s services 

in a particular area of librarianship or field of study 


