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324 Clark Street, Powassan, ON  P0H 1Z0 ⧫ Tel: 705-724-3618 ⧫ Fax: 705-724-5525 ⧫ www.powassanlibrary.com

JOB DESCRIPTION
Job Title: CHIEF EXECUTIVE OFFICER

Updated: May 2025
Reviewed:
Hours: 35 hours/week

SUMMARY

Reporting to the Library Board, the Chief Executive Officer (CEO) is responsible for providing vision, change leadership, strategic direction and advice to the Powassan & District Union Public Library (PDUPL) Board and is responsible for the administration, planning, organizing, directing and controlling of all library operations and services in accordance with policies established by the Board. The CEO develops, plans, recommends and implements strategies, goals, policies and processes that support the efficient and effective delivery of services and continuous improvement, and drives for results that are aligned with the Board’s priorities and strategic vision, while ensuring inclusive, transparent and accountable decision-making on all levels of operations; serves as Secretary and Treasurer to the Board and acts as the Board’s representative to the public, professional associations, community committees and government agencies. The CEO is committed to providing responsible financial management and stewardship to the organization, and empowers, develops and manages the performance of the Library staff. The CEO champions the PDUPL Mission, Vision and Values, and inspires the library team in the innovative creation and implementation of services, with a core focus on delivering service excellence.









RESPONSABILITIES


Under the direction of the Library Board:

Strategic Planning and Policy Development

· Responsible for providing leadership to the PDUPL and assists the Board in the development of PDUPL mission, vision, values, and business plan, leveraging appropriate metrics to monitor and measure progress, quality, accuracy, timelines and optimization of time and resources. 
· Administers the responsibilities of the Libraries under the general direction of the Library Board, ensuring the achievement of corporate goals and objectives. 
· Establishes strategic direction, goals, objectives and strategy, policy, procedures and professional standards for PDUPL and ensures activities are in alignment with corporate policies, strategies and plans as well as regulatory requirements.
· Develops short and long-term business plans aligned with corporate goals through comprehensive research, benchmarking, analysis, monitoring and environmental scans.
· Responsible for strategic planning, including developing, implementing and managing long-term and short-term goals.
· Ensures that policies and direction from the Library Board are implemented and develops appropriate mechanisms to monitor their administration.
· Monitors and reports on legislation and policy from other jurisdictions including the federal and provincial governments, ensuring the Board and senior administration are apprised with regards to current developments in the area of library management, and recommends new and innovative approaches to enhance the performance of the Libraries.


Administration

· Plans, organizes, directs, controls and evaluates library operations. Develops procedures for the implementation of Board policies; communicates Board policies and directives as required.  Allocates resources to ensure efficient and effective operation of the library. Fosters a positive working environment, motivates staff and encourages their involvement in the development and implementation of plans.
· Responsible for the operation and maintenance of the physical plant and capital equipment.




Human Resource Management

· Directs the Libraries’ human resources and fosters a positive working environment. Establishes and maintains human resources practices; maintains responsibility for hiring, training and development, performance appraisal, job evaluation and salary administration, discipline and dismissal of staff at all levels; recommends compensation and salary administration policies to the Board. 
· Responsible to the Board for the overall development and maintenance of the pay parity/equity plan and its implementation.
· Responsible for strategic human resources planning, leveraging appropriate metrics to assess staffing needs, develops succession plans, health and safety strategies, attendance management strategies, and other human resources tactics to position the organization for success.
· Provides leadership, guidance and assistance related to the overall performance of the Libraries including authorizing and/or recommending decisions pertaining to hiring, promotions, demotions or terminations, grievance responses and disciplinary measures. Provides leadership and engages library staff through facilitating change and processing improvement initiatives.
· Drives empowerment and accountability at the staff development initiatives, and improves performance through mentoring and coaching.


Finance

· Performs the duties of Treasurer to the Board in accordance with the provisions of the Public Libraries Act. Directs the financial administration of the library; directs and oversees the preparation of annual budgets and financial planning for the Libraries; makes application for and administers special grants; oversees capital expenditures; ensures the cost effectiveness of library services and operations; serves as signing officer for the Board; provides the Board with statistical reports and cost analysis as required. Ensures the financial management is responsible, ethical, and proactive. Ensures that budget is monitored, developed in accordance with the PDUPLB policies and has approval from the Board. 


Board Administrative Support

· Perform the duties of Secretary to the Board in accordance with the provisions of the Public Libraries Act. Provides background information to the Board and ensures that the Board is well-informed; prepares and issues notices, agendas, minutes and correspondence; prepares and forwards required statistical reports to the Provincial Government; ensures that Board practices and policies are in accordance with Human Rights legislation and other relevant legislation including but not limited to the Municipal Act, the Labour Relations Act and the Employment Standards Act.

· In accordance with the Municipal Freedom of Information and Protection of Privacy Act, the Board has delegated the powers and duties of the Head to the Chief Executive Officer. These powers and duties include but are not limited to responding to access requests, administering the privacy protection provisions of the Act and filing the requisite annual report.
· Ensures the Board is protected and advised with respect to its liabilities.


Communications

· Develops and maintains effective working relationships with the three Councils administration, the Ministry of Tourism, Sport, Heritage and Culture and other agencies.
· Establishes and maintains contact with other library systems, professional associations and community organizations; participates in professional committees; represents the Libraries at workshops, seminars and conferences.
· Ensures the development and implementation of a comprehensive communications strategy to enhance the Libraries’ public image and increase awareness of services. Responds promptly to public concerns and complaints.
· Prepares reports, makes recommendations and attends Board, and Committee meetings and Council meetings upon request. Upon request, attends other Corporate and Executive Management meetings.
· Responds to enquiries, issues and concerns from the Board, Council, departments, other levels of government, external agencies, etc., and provides interpretation, guidance and information as necessary.
· Liaises with internal and external clients to develop partnerships and strategic alliances to ensure goals are met. Leverages technology, systems and continuous improvement opportunities to optimize business efficiencies in connection with corporate initiatives.


Other Duties

· Responsible for ensuring compliance with all relevant and current laws and legislation including the Occupational Health and Safety Act and Regulations and the corporate Occupational Health and Safety Policy and related procedures.
· Performs other related tasks and projects as assigned which are in accordance with job responsibilities or necessary departmental or corporate objectives.






EDUCATION AND EXPERIENCE REQUIREMENTS

· Diploma in Library Techniques or equivalent plus business courses.  Master’s degree in library science preferred.
· Minimum of five (5) years of related municipal library experience with (3) year’s progressive experience in library administration/non-profit organizations, including public library 
· Knowledge of legislation that is applicable to the operation of a public library in Ontario.


SKILLS AND KNOWLEDGE REQUIREMENTS

· Demonstrated ability to enable and foster change.
· Ability to identify long-term goals, set direction and champion change; inspire innovation, creativity and the adoption of best practices. 
· Ability to exercise sound judgment and solve problems based on consideration of all critical factors, including long and short-term impacts.
· Ability to analyze complex, inter-related, sensitive and controversial issues and problems; evaluate alternative solutions and develop and sound conclusions, and lead in a manner which is consistent with corporate goals, vision, mission and values, and recommend courses of action.
· A results-based individual with experience in developing sound methodologies for deriving insights and a keen interest in policy and process frameworks.
Knowledge of and demonstrated ability in strategic planning, change management design, process and implementation strategies to optimize quality and cost-effectiveness of delivery of business areas.
· Excellent analytical skills, intellectual curiosity and enthusiasm with the ability to exercise sound judgment, resolve problems and complex situations and/or conflicts in a constructive and principled manner based on consideration of all critical factors, including long-term and short-term impacts.
· Demonstrated high level of critical thinking with the ability to perform in a proactive and strategic manner and plan, prioritize and balance multiple responsibilities and shifting priorities successfully.
· Strong leadership and interpersonal skills with the demonstrated ability to effectively interact with Executive Management and skilled in influencing, negotiating and consensus building amongst diverse groups.
· Demonstrated experience in managing diverse portfolios, with the ability to lead, coach and build cohesive and motivated teams; promote collaboration, team processes, learning and development opportunities for staff.
· Demonstrated knowledge of applicable legislation, municipal government organization and structure, and industry standards and issues.
· Excellence report writing and presentation abilities.
· Demonstrated knowledge of financial operating and capital budgets and business planning processes.
· Knowledge and proficiency in a Windows environment using Microsoft Office Suite.
· Ability to conduct oneself in a manner bestowing tact and diplomacy in a political environment, and when dealing with sensitive/confidential or controversial topics.
· Possesses a valid Ontario “G” Driver’s License in good standing, with access to a reliable vehicle.
· Knowledge of municipal development changes and experience in planning and building new library facilities.


OTHER

DIRECT REPORTING RELATIONSHIPS
· Reports to the Library Board.
· Directly supervises the Library Staff.

WORKING CONDITIONS
· Standard office environment
· Attendance at Library Board meetings and special committee meetings as required.
· Ability to work outside regular working hours as required.


___________________________
Chief Executive Officer


___________________________
Date
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