
POSITION DESCRIPTION 
 

Position Title: 
Area Administrator 
 
Reports To: 
Branch Administrator 
 
Supervisory Responsibilities: 
Supervises area supervisors and their subordinate employees. 
 
Location of Work: 
Reports to the Main Branch, located in Thibodaux, Louisiana.  May travel to 
library branches throughout the parish as needed or assigned. 
 
Hours of Work: 
Full time, 40 hours per week.  Position is exempt, thus incumbent is exempt 
from overtime compensation. 
 
Position Purpose: 
Responsible for overseeing all area activities and personnel and coordinating 
these activities with the administration and operations departments of the 
library. 
 
Essential Functions: 
1. Oversees all branch activities and ensures consistency and proper 

communication among branches. 
2. Oversees the purchasing of all supplies, equipment and library 

material as needed ore requested by the branches.  Coordinates there 
purchases with other department personnel, such as Acquisitions, 
Automation, etc.  Ensures compliance with the public bid law and 
other governmental requirements when appropriate or required. 

3. Assists and advises branch supervisors in proper personnel/human 
resources administration.  Consults with supervisors and subordinate 
branch personnel regarding personnel actions, leave requests, 
interviewing and hiring decisions, recommended disciplinary actions, 
performance evaluations and other such actions.  Keeps Library 
Director appraised of these activities as needed or requested. 

4. Oversees all branch programming activities and approves the 
procurement of any services such as performers, artists, etc. 
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5. Participates and assists in high level planning, budgeting, and goal 
setting with Branch Administrator and other supervisors and 
managers.   

6. Conducts and coordinates periodic meetings with all branch 
managers/supervisors to ensure consistency in public services, to 
provide necessary training in branch procedures, or to provide an 
opportunity for good communication between branch supervisors and 
the administration. 

7. Receives, monitors and maintains branch personnel time sheets, 
branch staff leave status and submits same to library Finance 
Manager. 

8. Advises branch personnel and assists with the procurement of repair 
of remodeling services as needed in the branches.  Also provides 
assistance in procuring repair services for branch equipment. 

9. Provides updates, reports and presentations to Branch Administrator 
as needed or requested. 

 
Secondary Duties: 
1. Participates in professional development and continuing education 

programs, by attending parish, regional, state meetings or workshops, 
conferences or seminars in order to remain current in library trends 
and developments. 

2. Visits library branches parish wide to ensure adherence to library 
policies and procedures, proper public service and to resolve problems 
or questions. 

3. Supervises the main branch in designated area: North, Central or 
South. 

4. Makes presentations to the Library Board, community and civic 
groups as requested or assigned by Director. 

5. Approves travel reimbursement requests for subordinate employees. 
6. Performs other related duties as requested or assigned. 
 
Physical Requirements: 
Ability to sit for long periods of time, stand walk, and communicate with 
other library personnel.  Ability to drive or otherwise travel to branches, 
visual acuity to read reports, computer screen and other detailed work. 
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Minimum Requirements: 
Master’s degree in Library Science from an American Library Association  
Accredited college or university plus a four-year degree from an accredited 
college or university or a Bachelor’s degree from an accredited college or 
university with some course work in Library Science, or related field.  Prior 
experience as library branch manager or similar supervisory experience  
required.  Excellent verbal and written communication skills.  Good  
understanding of automated library systems and computer proficiency 
and ability to supervise and manage personnel and projects. 
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