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To connect individuals with resources in order to enhance lives and build community. 
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ASSISTANT DIRECTOR

ADULT SERVICES CHILDREN'S SERVICES

LIBRARY DIRECTOR

CITY MANAGER

 
 
 
 
 
CORE RESPONSIBILITIES 
 
1. The Technical Services Division is responsible for all acquisitions, cataloging and bibliographic control of 

library collections; Integrated Library Systems (ILS) and online management; processing and repairing of 
materials; and obtaining interlibrary loan materials for patrons. The Assistant Director helps to manage the day 
to day operations of the Library and serves as the Interim Director when needed.   
 

2. The Adult Services Division is responsible for all aspects of public service to adult and teen patrons including 
circulation, reference, technical troubleshooting for the public, readers’ advisory, and programming. 

 
3. The Children’s Services Division is responsible for selecting all materials for the children’s collection, and 

planning, promoting and providing all children’s programming.
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BUDGET DETAIL  
 

 2015  
Actual 

2016  
Actual 

2017  
Budgeted 

2017  
Estimated 

2018  
Budget 

Revenue      

Non-Resident Library Fees 
 

$8,447 $6,125 $8,000 $6,500 $7,000 
Fines For Overdue Books 
 

$33,720 $35,511 $33,000 $31,000 $32,000 
Miscellaneous 
 

$7,696 $8,343 $7,500 $8,000 $8,000 
Transfer In-Trust/Library 
 

$186,300 $186,300 $186,300 $186,300 $186,300 
Total Revenue $236,162 $236,279 $234,800 $231,800 $233,300 

Expense      

Compensation 
 

$863,287 $910,502 $971,561 $948,910 $999,487 
Fringe Benefits 
 

$317,413 $347,562 $361,050 $327,200 $360,967 
Outside Services 
 

$86,769 $63,710 $63,810 $64,361 $64,486 
Supplies 
 

$214,909 $204,815 $222,375 $222,375 $222,218 
Utilities 
 

$97,136 $87,826 $88,290 $113,680 $61,436 
Insurance 
 

$17,630 $18,140 $19,530 $19,530 $19,800 
Total Expense $1,597,145 $1,632,555 $1,726,616 $1,696,056 $1,728,394 

 

  

 
  2015 2016 2017 2018 
SERVICE INDICATORS Actual Actual Estimated Projected 
 
1. Audio & eBook Downloads  20,869  25,761 27,000 28,000 
2. Other Items Borrowed  263,168 289,462 275,000 280,000 
3. Online Services – Catalog Searches                                      522,391        455,400  510,000 550,000  
4. Online Services – Database Searches  603,780 611,636 700,000 720,000 
5. Total Programs, Classes & Events  350 311 317 320 
6. Attendance of Programs/Classes & Events  6,589 6,728 5,758 6,000 
7. Research Assistance  88,465 91,026 70,000 75,000 
8. Volunteer Hours  3,320 2,964 1,700 1,800 
9. Interlibrary Loans - Lent  2,768 2,781 2,732  2,800 
10. Interlibrary Loans – Borrowed  2,918 3,246 3,210 3,300 
11. PC/Internet Use Hours  41,451 24,663 33,000 35,000  
12. Chromebook Checkouts (started in FY2016)                -               4,673  4,500   4,500 
 
 
2018 GOALS 
 
1. Evaluate and implement “Welcome to the Library” marketing to new residents of Concord.  
2. Provide more Science Technology Engineering Arts & Mathematics (STEAM) materials for patrons to utilize 

and design and offer regular STEAM programming. 
3. Transition from 3D printer creation for patrons, to educating children how to create their own customized 

designs. 
4. Market and attract new patrons to the library presence in the new community center. 
5. Adapt resources in the new community center to fit interests of the Heights community. 
6. Develop more community partnerships to enhance and promote our services (i.e. collaborate with local 

historical society to co-sponsor additional Humanities to Go events, staff become liaisons to important local 
organizations, etc.). 

7. Transition to the new Integrated Library System (ILS) with minimal to no patron interruption in service. 
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8. Educate the public on how to navigate the new ILS. 
 

2017 GOALS STATUS 
 
1. Evaluate long term hours of operation and implement potential switch from a three season schedule to a two 

season schedule. 
9-Month Status: The Library is preparing for its first switch to a three month summer schedule on June 1, 2017 
through Labor Day.  Patrons will have a much easier time keeping track of the Library’s hours with only two 
seasons to consider.  The schedule change only affects Saturday and Sunday hours.  Monday through Friday 
will remain the same all year.  Summer marketing has begun to let patrons know of the upcoming changes.  The 
new schedule will allow the Library to stay open seven days a week, through May, before changing to a 9:00 
AM to 2:00 PM schedule on Saturdays and being closed on Sundays during the summer. 
 

2. Purchase and install new ILS automated system, which includes training of staff. 
9-Month Status: The Library has completed the RFP for the new ILS automated system and is currently 
reviewing the bids.  The plan is to interview finalists in May and start the transition to a new ILS over the 
summer of 2017. 
 

3. Market new ILS system to the public and begin to educate the public and advertise new features. 
9-Month Status: Part of the evaluation of the bids is the education and training that the ILS vendors will 
provide to Library staff, as well as to patrons.  Staff will need to be comfortable with the product in order to 
better educate and promote its features to the public. 
 

4. Develop and implement a library card registration program in cooperation with local schools and their students. 
9-Month Status:  Library staff regularly visits local schools in the area to sign students up for library cards.  By 
distributing library card registration forms off site at schools, staff can create temporary cards that simply 
expire if the students fail to come to the library to officially register for a card. 
 

5. Send staff into the community to promote new library card registrations and promote the Library’s social 
media. 
9-Month Status: Staff have begun to promote Library services at more events in the community, such as at the 
Easter Eggstravaganza, Community Conversations with Concord TV, and Concord Reads events outside the 
Library.  The Library has increased its social media presence through Twitter, Facebook, and Instagram. 
 

6. Increase card holders by 7%. 
9-Month Status: As of April 1, 2017, Library cardholders have increased by over 20% since July 1, 2016.   
  

7. Evaluate 3D printer implementation as an educational and community building resource for the Library. 
9-Month Status: The Library’s first 3D printer has been operational in the Children’s Department for a few 
months.  Children with library cards can fill out a request form online to have a free 3D item printed with the 
color of their choosing.  The patron is notified once the item is completed.  This is the first phase of the 
Library’s 3D programming. 
 

8. Evaluate the potential of tablets being provided and loaned out to families and children. 
9-Month Status: In March 2017, the Library began lending out Launch Pad Tablets for the first time to families.  
With the help of grant money, the Library was able to purchase a dozen tablets that each has a unique set of 
educational and interactive programs for children to utilize.  Tablets may be checked out in the Children’s 
Department for one week at a time. 
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