
GENERAL DESCRIPTION

The Mark Twain Library was founded in 1908 by Mark Twain, American author, humorist, lecturer – a 
nd one of Redding’s most celebrated residents – with books from his own collection and funds he personally 
helped to raise.  

Reporting directly to the Board of Trustees and working closely with various committees, the Library  
Director is responsible for overall management of the Library’s 16 full- and part-time employees, its  
services, and its facility to ensure that it effectively meets the cultural, informational, and social needs of the 
community. In addition, the Library Director develops and implements Library operational policies, builds 
and is responsible for the nearly $1MM annual budget, and enables development and fundraising initiatives. 
The Library Director should be a leader in both current and future services and trends.

The position requires that the Director have thorough knowledge and ability in managing an Association 
library, and – as the face and voice of the Mark Twain Library – cultivate its identity within the community. 

LEADERSHIP AND MANAGEMENT

•  Closely collaborate with the Board of Trustees to implement the direction and priorities of the Library

•  Participate in committee meetings as appropriate

•  Maintain up-to-date records and reports including those required by the Board of Trustees, report on the 
Library’s performance and effectiveness at monthly Board Meetings

•  Actively engage in fundraising and long-term development efforts to support the operating budget and 
long-term capital initiatives

•  Effectively connect with community leaders to advocate for the Library and promote its purpose

•  Establish and support working relationships with other libraries and media specialists

•  Attend local library association meetings and national library association conferences

LIBRARY SERVICES

•  Nurture the Library as the welcoming cultural, informational, and social center of Redding, embracing the 
diverse needs of the community

•  Actively curate the Library collection to ensure it meets the evolving needs of the community

•  Collaborate with the Programming Committee to sustain and grow outreach and engagement through 
creative, wide-ranging, and relevant programs

•  Oversee and manage the Mark Twain Library website and digital presence

•  Foster digital resources to enhance community interaction

•  Support the Library’s success in providing an engaging and educational experience for children and teens

•   Oversee the preservation of the Mark Twain Collection and cultivate its accessibility to the community  
and to scholars

•  Supervise displays and exhibits within the Library



FINANCIAL MANAGEMENT

•  In collaboration with the Finance Committee, propose annual budget for approval by the Board of Trustees

•  Administer the budget to ensure cost efficiency and adherence to approved appropriations

•  Represent the Library at Town assemblies, including annual budget presentation

•  Oversee and manage financial accounting and related activities

•  Maintain a long-term capital plan that encompasses facility and capital projects

•  Research and pursue grants to fund new or supplementary programs and services 

PERSONNEL MANAGEMENT

•  Lead the talented staff of professionals in the day-to-day operation of the Library

• Engage staff capabilities with a focus on their long-term professional development

• Collaborate with volunteers and embrace their contributions to the success and livelihood of the Library

•  Work with the Board of Trustees to ensure that all personnel guidelines are up-to-date, clearly  
communicated, fairly and consistently applied, and in compliance with all State and Federal laws

FACILITY MANAGEMENT

•  Oversee the Library facilities including the building, Library property, grounds, equipment, and  
maintenance to ensure the Library meets the needs of the community

•  Supervise the purchase of equipment; select vendors and/or contractors; prepare quotes for competitive 
bidding when appropriate

•  Manage the onsite rental apartment

COMMUNITY OUTREACH

•  Act as the face and voice of the Library to the Redding community, donors and patrons, Town officials, 
and the school system

•  Further relationships to connect resources that spark inspiration and synergy with community  
organizations to promote the Library’s mission and relevance

COMMUNICATION

•  Organize communication efforts to promote ongoing awareness of the Library and its services locally  
and beyond

•  Foster consistency in all Library communications

•  Actively supervise the Library’s digital presence

•  Champion the invaluable connection to Mark Twain and his legacy as the Library founder

EDUCATION AND EXPERIENCE

•  Minimum 5 years of experience in a leadership role at a library or similar setting

•  Demonstrated experience in management, budgeting, planning, and personnel supervision

•  Excellent written and oral communication skills

•  Master’s degree in Library Science (MLS), nonprofit management or a related field (preferred)

•  Demonstrated experience in fundraising/development

•  Experience reporting to a governing board



Employment Application

  APPLICANT INFORMATION

  DISCLAIMER AND SIGNATURE

Full Name: __________________________________________________________________ Date: ___________________________  
                               Last                                                  First                                     M.I.  

Address: ____________________________________________________________________________________________________
                                                           Street Address                                                                                  Apartment/Unit #

___________________________________________________________________________________________________________
                                                                  City                                                                  State                                                                  ZIP Code

Phone: _________________________________________ Email: ______________________________________________________

Date Available: ___________________________________

The Mark Twain Library is an equal opportunity employer. Applicants are considered for all positions without regard to age, sex, religion, race, 
color, sexual orientation, gender identity, national origin, disability, marital or veteran status.

I certify that my answers are true and complete to the best of my knowledge. 

If this application leads to employment, I understand that false or misleading information in my application or interview may result in my release.

Signature: ___________________________________________________________________ Date: ___________________________

In a separate document, please respond to the following. Include your name on each page.

1. How do you see the role of the public library changing over the next ten years?

2. What role do you think a small town public library should play in a community?

3. Describe any special or noteworthy projects that you have accomplished.

4.  As the Library was founded by Mark Twain, what do you see as the Library Director’s role in strengthening the 
connection with this important heritage?
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