
 

TOWNSHIP OF RUSSELL PUBLIC LIBRARY 

BIBLIOTHÈQUE PUBLIQUE DU CANTON DE RUSSELL JOB DESCRIPTION 
 

Title: Branch Head and Administrative Assistant 

Chef de succursale et adjointe administrative 

Date: January 27, 2020 

le 27 janvier 2020 

Service: Public Library 

Bibliothèque publique 

Reports to (Title): Chief Executive Officer 

Directrice générale / Directeur général 

 

Position Summary – Major responsibilities:  

Under the authority of the Library’s Chief Executive Officer, the incumbent is responsible for providing library services to the 
public in a specific Branch of the Library. The incubent is also responsible for providing administrative support to the Chief 
Executive Officer by contributing to office management and by performing various treasury, secretariat and office technology 
related duties. 

 

Major activities and responsibilities:  

1. Services to the public:  Manage the full range of library services provided to the public in the Branch: loans and returns, 
reservations, overdues, electronic resources including eBooks, inter-library loans, reference, information and reader 
assistance services, accessibility services, computer lab and Internet access services, faxing and photocopying services, 
events program, customer relations. 
2. Collections: As required, select and acquire French-language material, including eResources (Embrun Branch only), add 
titles to the catalogue, manage the large-print collection (Embrun Branch only), regularly prune collections, organize inter-
Branch transfers and perform regular inventories. 
3. Promotion and marketing: Participate in the promotion of Branch programs and services. 
4. Programming: Take part in the development and implementation of the Branch’s events program. 
5. Human resources: Select student clerks and supervise the work of Branch library clerks and volunteers. 
6. Layout: Maintain the Branch’s interior layout and decoration and put up appropriate signage and displays. 
 
(see Major activities and responsibilities - cont’d) 

 

Knowledge, skills and specific abilities: 

- Library technician diploma. 
- Post-secondary degree in administration or in a related field (secretariat, accounting or communications). 
- Minimum of three years experience working in a public library and of two years experience in an administratif support or 

related position. 
-  Solid knowledge of computers and of office technologies. 
(see Knowledge, skills and specific abilities - cont’d) 

Language requirements: 
- French: superior level – comprehension, written comprehension, written expression and oral expression. 
- English: superior level – comprehension, written comprehension, written expression and oral expression. 

 
 

Scope:     Number of employee reports 2 
    



 

         Operational budget  $      

         Other $      

         

 

Approvals 
 

_________________________ _______________ _________________________ _______________ 

 Incumbent Date Supervisor Date 

  
  



 

 

Major activities and responsibilities (cont'd) 
 
7. Oversee and manage data entry in the Library’s integrated management system. 
8.  Provide reference and information services to the public, including information research, reader assistance, and user 
training and orientation. 
9. Building, furniture, equipment and supplies: 
* Report any building, furniture and equipment issue to the Chief Executive Officer and to the person in charge and 
ensure required follow-up.  
* Assess the Branch’s equipment and supply requirements and make recommendations to the Chief Executive Officer. 
10. Produce and prepare required monthly statistical reports. 
11. Take part in the organization of specific projects and programs such as fundraising events for the Library. 
12. Manage the Branch’s cash fund. 
13. Organize inter-Branch transfers. 
14. Financial management: 

a) Make deposits and pay invoices at the bank, manage purchase orders and invoices, prepare and forward 
cheques. 
b) Prepare all required reports and produce official receipts in accordance with the Canada Revenue Agency’s 
Charities Program requirements.   

15. Secretariat / Office technology: 
a)Perform various secretarial duties, such as processing mail and emails, preparing reports and administrative 
documents, photocopying, printing and faxing documents, maintaining office equipment, and filing and archiving 
administrative, corporate and financial documents. 
b) Order equipment and supplies, maintain communications with suppliers, manage inventories and keep the 
asset management file up-to-date. 
c) Manage centralized files. 

 
 
 Perform all other related duties as required by the Chief Executive Officer. 
 
 

 
Knowledge, skills and specific abilities - (cont’d) 
-  Acute client services skills. 
-  Excellent interpersonal and communication skills. 
-  Creativity and sense of innovation. 
-  Leadership, management skills and capacity for teamwork. 
-  Attention to detail and organizational skills.  
-  Decision-making and priority-management skills. 
-  Self-sufficiency and sense of responsibility. 
-  Dependability and discretion. 
-  Ability to work under pressure and to meet tight deadlines. 
-  Availability to work evenings and weekends.   
 
 

 



 
 

 
Working conditions: Three variables to be considered: intensity, duration and frequency. It is assumed that all 
appropriate measures have been taken to eliminate or minimise undesirable working conditions; what remains is 
unavoidable 
 

 

Physical Effort: Jobs require different levels of physical activity that vary in intensity, duration and frequency, that produce 
physical stress or fatigue.  Examples:  lifting, stretching, pulling, pushing, climbing, walking, carrying, and working in awkward 
positions. 
 

 Standing or sitting in one comfortable location much of the time in a comfortable location.  Occasionally required to 
stoop and lift or handle light material 
 

 Required to stand/walk most of the time and perform some work in awkward positions.   Material of moderate weight 
may have to be used or carried. 
 

 Physical effort required for lifting, pulling, and similar activities is considerable and the activities are performed some of 
the time in awkward or confined space. 
 

 Requires constant strenuous physical activity of various kinds often at the same time, such as climbing with a heavy, 
awkward load.  Work usually takes place in difficult positions and/or confined space. 
 

 
 

 

Physical Environment:  
Jobs have different degrees of exposure to varying intensities or to unavoidable physical and environmental factors which may 
increase risk of accident, ill-health or discomfort. 
 
 

 Work is generally performed in a comfortable environment, with some exposure to dust, dirt or other conditions that 
could produce mild discomfort.  Possibility of accident or ill health is very remote. 
 

 Some exposure to various conditions that could produce considerable discomfort and/or moderate risk of accident or ill 
health. 
 

 Regular exposure to various conditions that could produce extreme discomfort and/or substantial risk of accident or ill 
health. 
 

 Constant exposure to hazardous substances, equipment and/or situations that would cause extreme risk of accident or 
ill health. 
 

 

 
 
 
 
 



 

 
 
Working conditions: Three variables to be considered: intensity, duration and frequency. It is assumed that all 
appropriate measures have been taken to eliminate or minimise undesirable working conditions; what remains is 
unavoidable 
 

 
Sensory Attention: Jobs may require concentrated levels of sensory attention that can vary in intensity, duration and 
frequency.  Examples:  auditing, inspecting, operating mechanical equipment, monitoring video display terminals, or 
proofreading. 
 

 Generally, normal use of seeing and hearing with little need to focus particularly on what is happening. 
 

 Moderate need for attention with concentrated use of two or more senses periodically, but not excessively. 
 

 Noticeable requirement for concentrated application of at least two senses and probably a need to coordinate the use 
of various senses. 
 

 Extreme demand for the use two of more senses with a high level of their coordination.  Strong need to focus 
simultaneously on several events or changing factors and react accordingly. 
 

 

 
Mental Stress: Jobs may include progressive degrees of exposure to factors in the work processes or environment which may 
increase the risk of tension or anxiety.  Examples:  travel requirements, work repetition, lack of control over work schedule. 
 

 There are few if any deadlines or other pressures.  Work is somewhat repetitious.  Could have some mildly unpleasant 
social contacts. 
 

 Some pressure from deadlines however not persistent.  Work might be repetitious. Likely to have mildly unpleasant 
social contacts. 
 

 Noticeable pressure from deadlines and simultaneous priorities.  Some disruption to family/social life on a regular 
basis.  Concern about dangerous situations occurring or environment is common. 
 

 Conflicting demands or priorities.  There may be emotional situations, possible exposure to public criticism, 
confrontation, concern about danger to self or others.  
 

 

 
 

 


