Library Management Matrix

Introduction
The library management matrix differentiates by grade the ascending levelsarfsiblty for

a) fiscal management,

b) human resources management,
c) scope and impact of position,
d) planning, team activity, and

e) project management

assigned to library managers across the spectrum of the University Library.

In these respects, the matrix follows the guidelinegosdiniversity posts that were established by analysis of the Position Information
Questionnaire administered across the University in 1994. Cr#ictdrs in management at Harvard -- for grading purposes -- are the size of
budget, the number of staff for whom managerssamuntable, and the opportunities positions offer for the exercise of initiative.

For this reason, the grades assigned to library management positiorsteaalgly to the size of the library unit in which the staff member is
employed and to its position relative to the overall structure of the faculty libraries and the HUL system. The library emdmaaieix
incorpomtes unit size into the column specifyingction and/or role in the HUL system.

In any given position, the manageriatfors may be required or are evidenced to varying degrees. Library management jobs at Harvard do
require, however, that staff members at the exempt level first and foremost either be trained as librarians or be thaxeughiyt eath the
tenets of librarianship. In every instance, the effectiveness of librarians as managers rests on their magtesjestitieal sks that guide the
development, organization, presation, and preservation of the knowledge base embodied in libraries. Management riéispsigbome
increasingly important at successively higher levels of the grading system, but they must always be understood in helggrofessional
activities commonly required of the staff membeder review and must be measured along with therategriohining grade.

Typically, the minimum requirements for library managers -- independent of their professionatafiaisi -- are xpressed in years of
experience in library and/or management roles. In order to clarify the rising scale of management furatBon® rglades, a three-stagiisk
measurement instrument has been incateal into the Experience/Scope column associated with each grade. In the first gradsbjgthde
skills required are Baseline management catepcies. For grades 57 &ftl presumed congpence in Supenasy sklls is introduced. At grades
59 and above, these Baseline and Supervisdty ske enriched by an additional cponent of Managerial/Executiveikthat equip managers
for increased respondities both within the organization andyand its walls.



Two ideas must be kept in mind in making use of the management competencies set out in the matrix. Firgls tiressdkrstood to be
cumulative. The Baseline skills lisor example, sets out "qualities” that are fundamental to required manageawitepat all levels of the
organization. Second: individual positions may require strong etampies -- infor exampletechnology management or planning -- that this
three-step instrument appears to isolate at higher levels of the grading system. The three-part organizatidis béttieenskant to show the
preponderance of i@led reponsihlities and is not intended to impose a rifpdmula for management function in the libraries at Harvard.

Level 56 Management
Common Activities
Individuals in these positions typically manage a Center or a small libraryeotsia seabn, team or goup within a department of a library.

In the center and department libraries, they typically administer budgets set and approved by faculty groups or by sestiatiaelstiaff of the
institutes to which their libraries are attached. Theha@n#e expenditures within specifiéohits for library materials, part-time casual fteand
routine operational needs. In units within departments of larger libraries, they work within established budgets and imeyeap#ratitures as
above.

Supervision at this level typically extends to significant numbers of students and casual staff; managers may supervispt sbaifeXEhere are
responsiliities for training in day-to day taskdvianagers at this level also regularly train staff, students andteelsnin dailyprocesses and
procedures. Managers at this level also train library users in HOLLIS.

Typically, managers at this level interact regularly with facultyff,students and visng scholars. Interactions with thegeups involve
providing infomation, customer seiwe, doing reference avk, and commuigating policies. Further, managers at this level interact with
external vendors, supers, and colleagues at other academic institutions. Interactions widlongeand supiers involve ordering, and
resolving prokems when there is a discrepancy. Interactions with colleagues at other academic institwdivasharing infanation.

A manager at this level interprets and applies established policies and makes decisions within established guidelinesydth#yaiocuses on
local issues and day-to-day operational concerns and may contribute on a department-wide level. S/he may serve on legdéor HUL-
committees. Discretion at this level mayolve information that is confidential. If disclosed it could have a naaeempact.

Planning and decision making at this level involves the initiation of operational planning, emphasizes gttiogtysshedules, goals and
objectives. At this level the manager leads the unit level planning and may participate in the pféortsngf ¢he parent organization particularly



in relevant areas of library specialization. The manager has resfitynfab initiating operating plans and for the formulation of goals and
objectives. At this level the manager sets priorities and organizes the services and staff to meet the goals and objectives.

Level 57 - Management
Common Activities

Individuals in these positions typically manage a center library or a small libraryeor alire or more sections, teams mmugs within a
department of a library. In either case, managers may contribute to budget preparation througittiom emitl analysis of data and the creation
of reports.

These managers may supervise non-exempt staff as well as students and casuals. They are responsible for trainingsteifienamath

increasingly complex tasks associated with tloekvof the unit. At this level, responsity emergedor the guidance of staff through the

modeling of work behaviors. They have first line respalitgildor decision making within this domain establish processes and procedures used by
staff to conduct work, and advise more broadly on processes and procedures.

Typically, managers at this level interact regularly with facultyff,steudents and visng scholars. Interactions with thegmups oftetimes
involve extensive and complex reference and bibliographic work. Manageib/wse nvolved in advising others on issues whicleaffthe

area of specialization or which may have a major impact on dhle umit. Inteactions alsonvolve coordiating activities with other libraries.
Communication skills such as perswasiconsensus-buildintact, clarity, and patience are used regularly. Managers at this level are usually
involved in presenting complex infoiation to others such as describing complex tasks, explainungual or difficult prokems andorocedures,
etc. Interactions with colleagues at other academic institutimosvie sharing infanation.

A manager at this level typically serves on local or HUL-wide committees, has moderate latitude to make policy and sefitticentsrianthe
library. Discretion at this level involves information that is confidentiallmmted. If disclosed it could have a modéx impact.

Planning and decision making at this level involves the initiation of operational planning, emphasizes gttiogtysshedules, goals and
objectives. At this level, the manager leads the unit level planning and may participate in the pféortsngf éhe parent organization

particularly in relevant areas of library specialization. The manager has regpprisibinitiating operating plans and for the formulation of goals
and objectives. The manager also sets priorities and organizes the services and staff to meet the goals and objectives.



Level 58 - Management
Common Activities

Individuals in these positions typically manage a department within a medium sized libraeaor aithin a large librg, and prepare annual
operating budget for the department. They are responsible for monitoring income and expenditure and for approving exgtnditures
established limits.

A manager at this level undertakes hiring and supervision of professional and support staff who are typically at the isonydepetv The
manager is responsible for scheduling work hours, assigning weidenaining and monitoring evkflow, and executing standard personnel
functions such as evaluating, coaching, and disciplining. Recommends both promotion and dismissal of staff.

Supervisors at this level train staff in both routine and complex work operations. They consistently supply guidantercogtettie modeling
of work behaviors and provide support for the professional development concerns of staff in the department.

A 58 manager has first line responigip for decision making within his/her domain. They establish processes and procedures used by staff to
conduct work and advises on library-wide processes and procedures. Sets priorities for the department(s) or divisiobuaes toontr
establishing priorities for the library.

A manager at this level develops, extends, maintains and repairs relationships with internal or external patrons or fasilynstsdents,

staff, vendors, suppliers, oth@cademic institutions, ejc Cornact withdonors is sometimes egpted at this level. Interactions largelyalve
leading, motivating, directing and mentoring staffupgort of the library’s mission, negotiating with School’s or Library’s senior management for
resources, collaborating with other librarians and other administrators and faculty on library-wide, School-wide or Umigergitypcts hrough
participation on committees, sometimes serving as chair titefeor of such groups.

Typically these managers participate on local or HUnimittees and may monitor the University’s participation in national ligpesjects. S/he
provides leadership at Harvard and may play a regional, national or international role within area(s) of expertise.b8fhtesdlad negotiates
with colleagues at Harvard and other institutions.

A 58 manager has moderate latitude to make policy, service, and finameraltoeentsfor the library. Discretion at this level involves
information that is confidentialimited, and not readilaccessible to others. If disclosed it could have a moderate impact.

Strategic planning and decision making at this level isfethe relevant program, but consumes somewhat less time than at the higher levels.
The focus is more regularly on the initiation of operational and program planning of mid-length emphasizinggttiogfysshedules, goals and
objectives.



At this level, the manager independently leads the unit level planning and participates in and contributes to the plasrohgheffoarent
organization, particularly in relevant areas of library specialization. The manager has rdsgpdosiinitiating overseeing the execution of
annual operating plans and programs for the formulation of goals asatiesgfor relevant library programs. At this level the manager sets unit
priorities and organizes the services and staff to meet the goals and objectives. A key focus at this level is the ohstatitiorsupport of the
program goals.

As leader of the unit level team, s/he frequentigrdinates and falitates communication and or tegoblem solving within the unit. A
manager at this level may be responsible for representing the unit on workgroups at the Faculty and/or University Lipaasrwédhvas outside
of the University.

Managing various pregts constitutes a significant part of tbb.j The practs usually, but not always, last no more than a year. The scope of the
project is usually anfined to the unit level. And the manager, often, but not always, has primary regipofsiimplementing the results or
recommendations of a pemgt.

Level 59 - Management
Common Activities

Individuals in these positions typically manages a department within a large size library or multiple departments or &itfiisoadium-large
libraries. They have full responsity for establishing, interpreting, and implementing plans, policies, and procedures within the department,
division, or library in consthtion with supervisor and other department, divisor library managers. Positions at this level arectiy

responsible for financial and personaetions. Generally theyilvhave first line reponsihlity for decision making within the library, division or
department(s), which situationally, may require occasional contravention of existing policies.

They manage through levels of exempts and non-exempts at supervisory and non-supervisory levels. These managers ar®responsibl
scheduling work for up to 20 members of staff. They areebeal to take a leadership role in the communication of library or department goals to
staff, and they serve as a link between higher administration and the staff of the library or department. They ardysignivadtin the
professional development concerns of staff in the library or division.

Typically managers at this level interact regularly with faculty and senior administrators, including deans. Interactibasengtoups
oftentimes mvolve negdiating, cdlaborating, and advisg. Commuication skills such as persuasi consensus-buildintgct, clarity, and
patience are used frequently. May be required toprée administrative actions to ffteand staffactions to administrain. Managers at this



level have extensive and significant contacts with colleagues at other academic institutions, and with colleagues avhatahreégational
professional assmations. Interactionswolve cdlaborating and negotiatg. Managers at this levelrsetimes expected to makamal
speeches and presentations.

A 59 manager exercises considerable independent judgment and discretion in determining thebirtaaitgoidelines and interprets guidelines

for others. S/he develops, extends, maintains, and repairs relationships with internal or external patrons or custdynetsidaais| staff,
vendors, suppliers, othacademic institutions, e)c Collaboates with colleagues in the area of specialization including frequent and significant
interaction with others outside the library or department. May Ipomnstle for managing programs and podg with a University-widerofile.
Identifies impact oprogram changes on service delivery, and foatad solutions. Initiates chanige the department(s) or division and consults
on library- or system-wide policies and changes. Works with other institutions to set national or international standeptesants Harvard in
the external library community. Has considerable latitude to make policy, service, and financial comrfointleat#rary, and to aomit the

library to participate in national and internatiopedgrams. Discretion at this level involves information that is confideltigted, and not

readily accessible to others. If disclosed it could have a considerable impact.

Managers at this level may have respadiitsitfor strategic planning within a librg, division, department, or program. Planning at this level
emphasizes reflection and analysis and consideration of alternatives. Some of the planning at this level is more céocusts amddevising or
formulating methods, procedures, and processes. Planning is done within the broader organizategicsvson. Managers at this level also
work to secure a broad understanding of the vision and plans for the parent library, and inspire and encourage otherkonattyindivision,
department, or program to support and carry out the mission of the organization. Managers set priorities for the Hwargrdidpartment(s)
and may contribute to the establishment of library priorities, particularly in relevant areas of library specialization.

Level 60 - Management
Common Activities

Individuals in these positions typically manages a medium-large library, multiple departments, or a division within aagrgerld single
department or program within a system or group of libraries. They set priorities for the library, division, program, d€gpaimsecontributes to
the establishment of priorities across HUL. They have first line resjlibyditr decision making within domain, which, situationally, may
require contravention of existing departmental or library policies.

These positions have considerable latitude for making financial aobadd, policy, oprogrammatic cammitmentsor the library or system. They
frequently develop prectbudgets appropatefor a unit, department, or group of departments depending on the size and organizational structure



of their library. They are responsible for monitoring income and expenditures (up to $10,000,000), and for approvingrexpeittditu
established limits.

In these positions, managers undertake the hiring and supervision of students and casuals and of staff at both theasupdreisory

supervisory support levels. Their supervisory duties extend through levels of staff. They are responsible for schedudingsywaskigning

work, determining and monitoringavkflow, and executing standard personnel functions such as evaluating, coaching, and disciplining up to fifty
members of staff. Managers at this level recommend both promotions and dismissal of staff.

A 60 level manager monitors processes and procedures used by staff within library or department to ensure that thelfilkdreentss$ion of
the library, division or department(s). S/he advises colleagues witkctaspnternal and external customers.

Managers at this level are expected to take a leadership role in the communication of library or department gpalsddhstg serve as a link
between higher administration and the staff of the library or department. They are significantly involved in the prafessiopahent concerns
of staff in the library, division, or department.

Positions at this level typically have extensive contact with senior management of the library or system and with thetheatisrafies,
divisions, departments, or programs. Incumbents serve in an important advisory role to senior management. Thechayhiriteulty,
donors, government funding agencies, foundations, and visitors to the Universitactiotes often include significant negotiations and

collaborations.

A manager at this level participates or chairs system widenitbees anghrograms. S/he provides leadership at Harvard and plays a substantial
regional, national or international role within area(s) of expertise. S/he influences the decisions of other divisiomgntiepaitoraries. A 60

level manager represents the University as the expert on policy within area(s) of expertise at national and internatigaapreeltis and
advocates$or change on a national and international level.

At this level, managers participate or chair system-wigensittees angbrovide leadership at Harvard within their area(s) of expertise. They may
also play a substantial regional, national, or international role within their areas of expertise. Grade 60 positiotiergmuingbent to direct or
participate in long-terrprojects (>1 year) which manvolve more than one department, division, or library. Typical duties include coordination
and communication within the teampmoject goup, and faiitation of team or goup problem solving. The manager is responsible for guiding the
group towards consensus and has primary resplitgsibr implementing the results or recommendations ofgatsjas they pertain to his or her
library, division, department, or program.

A manager at this level has considerable latitude to make policy, service, financial, and contractutaheotsfor the library, and to comit the
library to participate in national and internatiopedgrams. Discretion at this level involves information that is confidelmmgtled, and may only
be available to the incumbent. If disclosed it could have a major impact.



Managers at this level may have respatitsibfor strategic planning within a librg, division, department, or program. Planning at this level
emphasizes reflection and analysis and consideration of alternatives. Some of the planning at this level is more céocusts amddevising or
formulating methods, procedures, and processes. Planning is done within the broader organizategics/gon. Managers at this level also
work to secure a broad understanding of the vision and plans for the parent library, and inspire and encourage otherkbnéttyindivision,
department or program to support and carry out the mission of the organization. Managers set priorities for the libvayprdiepartment(s)
and may contribute to the establishment of library priorities, particularly in relevant areas of library specialization.

Level 62 - Management
Common Activities
Individuals in these positions typically manages multiple departments or a division within a system of libraries. Theetiestfprithe system.

Managers at this level typically collect and mpiest financial and management information in order to prepare and recommend annual operating
budgets of up to $10,000,000. They usually develogptbjdgets for a group of departments, an extra large library, or library system. They are
responsible for overseeing the monitoring of income and expenditure, and for approving major expenditures within estatdished li

In these positions, managers supervise through many levels of staff. They oversee the hiring and supervision of dtadf atgmthsory and
the non-supervisory levels. They are responsible for overseeing the systems for scheduling, assignieigmarkng and monitoring evkflow,
and executing standard personnel functions such as evaluating, coaching and disciplining up to one hundred memberardgeesfathis
level recommended both promotion and dismissal of staff.

Managers at this level are expected to take a leadership role in the communication of library or department goals todesgd stafib They
are significantly involved in the professional development concerns of staff in their departments or in the library eyditenamy

A manager at this level establishes the mission for libraries or departments within the system. Oftélrclséieon gppoint system wide
committees. S/hprovides leadership at Harvard and plays a substantial role nationally and internationally within area(s) of expertise.

Positions at this level typically have extensive contact with senior management didloéd@d=aculty; department heads within the Library

itself; faculty chairs and faculty; donors, including individuals, heads of government funding agencies and foundatiopsrtamd wsitors to

the School or University. Intactions largelyrivolve providing vision, leadership, andaggic direction to administrators and staffupgort of
library’s missions and overall mission of Harvard University Library. There is also extensive work in planning, formutbatinghary

committees thatddress important sitegic questions that affect the long term direction of the Library and/or the University. Also, interactions



include negotiating for resources and collaborating with senior administrators and facultgct€wiith ounterparts at other universities along
with active participation in local, national and internatiqorafessionaéctivities is typical of positions at this level. There is also regular
interaction with heads gfrofessional organizations. Commeatiions nvolve ®tting directiongor the library and developing library change
strategies.

A manager at this level has significant latitude to make policy, service, financial and contratiméhwentsfor the library, and to aomit the
library to participate in national and internatiopedgrams. Discretion at this level involves information that is confidelmigted, and may only
be available to the incumbent. If disclosed it could have a major impact.

At this level strategic planning is a major focus of the position and reguiadives the cognitive dflty to think out stategic directions over long
time spans. Planning at this level is strategic, long term, and unit-wigeovitles the criteria for making the organization decisions at all levels
and involves looking ahead and looking out to the University and national library context. The incumbents are key playstingtof the
strategic direction and employ a wide range obueses of the library to afford maximum support of that vision.

Planning at this level focuses on deciding the future course of the library and regularly requiresatmmfroindifficult choices and the setting of
library-wide priorities and the comitment of resurces with significant impact. A key aspect of planning at this level is theicent

responsibity for leading the library to take the requiractions in spport of the plan, often involving the leadership of significant organizational
change.

The level 62 manager has respoitigfofor team building and team development in a largejbr&/he works closely with assate librarians in
developing policies which affect the entire lira For example, the manager of a large library might develop proposals and atovdth
department and libraries throughout the University onegtsjand plans to jpnoveaccess to collections. The manager of ifpnaide programs
of large faculty might be responsible for developing appad@radministrativeaordination and commuration among departments.

At this level, the scope of pexgtsundertaken is very broad. It usually involves more than one library and often includes organizations outside of
the University. The duration of these @cis is often more than one year. The manager has primponsdsity for building consensus and

support for implementing the results and/or recommendations ofecprdjor example, the manager of the library of a mid-size Faculty (librarian
of a large library) might be the principle author of the Library'atsgic plan. The manager of libyavide programs of a system library might
develop proposals to fund both local and nationalgtsjof inportance to the library and research community.



LIBRARY JOB FAMILY - MANAGEMENT MATRIX

11/01/97

NOTE: This matrix will be hgdful in determining grade levefsr librarian positions with both professional and managerial
responsiblity. It can serve as an overlay to other librarian matrices.
Function/ Experience/Scope
Level Roles (Minimum Required) Common Activities
56 Head of a center library or small| MLS or equivalent The major activitiesnvolve performing a wide-
library 2 years experience range of non-managerlattlv_ltlesfor the library
(or) (e.g., reference and collection development.)
Other matrixes should be referred to as
Head of a unit in a medium libraryTypical Requirements: appropriate
or larger Baseline Skills:

Written Communications - ¥presses
facts and ideas in a succinct and
organized manner

Oral Communications -¥presses
ideas and facts to individuals or
groups eféctively; makes clear and
convincing oral presdations; listens
to others; facilitates an open exchar
of ideas

Interpersonal Skills €Eonsiders and
responds approgiely to the needs,
feelings and capabilities of others;
adjusts approaches to suit different
people and situations

Flexibility - Is open to change and to
new information; adapts behavior an
work methods in response to new
information, changing conditions, or
unexpected obstacles; effectively
deals with pressure and ambiguity

de

nd
L ]

Budget

Supervision

Scope and Impact

Typically administers budget set by supervising
unit (department or institute)

May assist in monitoring budget by gathering,
analyzing and interpreting data; mgypaove
expenditures and monitor budget within defined
limits

May be responsible for authorizing and monitoring
expenditures for aterial, staffing, and
operational expenses

Typically supervises student and casual staff
May supervise support staff

May oversee large numbers of student and casug
staff

Expected tgrovide on-the-job training

Typically manages a small library (or center
library)

Typically directs a seain,team or goup within a

1

This matrix may be used singly or in combination with others. Supervisory responsibility and size of library noted damder guly; grade assignment may be dependent on these and/or other criteria of job, such as budget,

supervision, size and complexity of collection or clientele, etc.




LIBRARY JOB FAMILY - MANAGEMENT MATRIX

11/01/97

Function/ Experience/Scope
Level Roles (Minimum Required) Common Activities
department of a library
56 -
(cont) Decisiveness - Makes sound and well-

informed decisions; perceives the
impact and implication of decisions;
commits toaction, even in uncertain
situations, in order taccomplish
organizational goals

Leadership - Inspires, motivates ang
guides others toward goal
accomplishment; coaches, mentors
and challenges colleagues and co-
workers; adapts leadership styles to
variety of situations; models high
standards of honesty, integrity, trust
openness and respédot the
individual by applying these values t
daily behaviors

Self-Direction - Demonstrates belief
own abilities and ideas; is self-
motivated and resuligriented;
recognizes own strengths and
weaknesses; seeks feedback from
others and opportunities for self-
learning and development

Technical Competence - Understands

and appropstely applieprocedures,
requirements, regulations and policig¢
related to specialized expertise

Scope and Impact (cont.)
e Interprets and applies established policies and
makes decisions within established guidelines

e Typically focuses on local issues and day-to-day
operational concerns and may contribute on a
department-wide level

e Work may involve significant intections with
external patrons and customers (faculty, students
staff, vendors, suppliers, oth@cademic

institutions, etc.) providing service of a diverse
nature and solving technical and service problem:s

a

\"24

e Discretion at this level may involve information
p thatis confidential. If disclosed it could have a
moderate impact

iRrojects
e Participates irprojects usually enfined to the
department level

Teamwork
e May work collaboratively as a part ot@am
providing service to the department

e May serve on system-wide committees

This matrix may be used singly or in combination with others. Supervisory responsibility and size of library noted damder guly; grade assignment may be dependent on these and/or other criteria of job, such as bqgg_et,

supervision, size and complexity of collection or clientele, etc.




LIBRARY JOB FAMILY - MANAGEMENT MATRIX 11/01/97

Function/ Experience/Scope
Level Roles (Minimum Required) Common Activities

56

e User Orientation - Anticipates and
(cont)

meets the needs of users, achieves
guality results, is committed to
improving service

e Creative Thinking - Develops new
insights into situations and applies
innovative solutions to make
organizational improvements, designs
and implements new and innovative
programs/processes

This matrix may be used singly or in combination with others. Supervisory responsibility and size of library noted damder guly; grade assignment may be dependent on these and/or other criteria of job, such as bqggat,
supervision, size and complexity of collection or clientele, etc.




LIBRARY JOB FAMILY - MANAGEMENT MATRIX 11/01/97

Function/ Experience/Scope
Level Roles (Minimum Required) Common Activities

This matrix may be used singly or in combination with others. Supervisory responsibility and size of library noted damder guly; grade assignment may be dependent on these and/or other criteria of job, such as bqp@t,
supervision, size and complexity of collection or clientele, etc.




LIBRARY JOB FAMILY - MANAGEMENT MATRIX

11/01/97

Function/ Experience/Scope
Level Roles (Minimum Required) Common Activities
57 Head of a center or small library | MLS or equivalent The library activities of the unit are the primary
(or) 2nd specialized advanced degree may pe focgs, often requinng spemallz_ed language and
o | preferred (i.e. MS, JD, MD, MBA, etc.) subject expertise. Other matrixémald be
Head of a division/department in L e e ’ S referred to as appropriate
medium librar 2-4 years experience
y y P Budget
. . e Typically administers budget set by supervising
Typical Requirements: _ unit (department or institute)
Baseline Skills listed in grade 56 in . . _
addition to the following Supervisory | ® May develop budget for libraryestion or unit
Skills: e May assist in monitoring budget by gathering,
e Managing Diverse Work Force - Is analyzing and interpreting data
sensitive to cultural diversity, race, | o May approve expenditures and monitor budget
gender, sexual orientati, and other within defined limits
individual differences in the _ . o
workplace; managesark force e Responsible for authorizing and monitoring
diversity expenditures for aterial, staffing, and
_ operational expenses
e Conflict Management - Manages and o
resolves conflicts, confraations and |Supervision
disagreements in a positive and e Typically supervises support staff, student and
constructive manner to minimize casual staff
_negat?/e personal and workplace | 4 \ay supervise professional staff
impac
' o e May supervise through levels of staff
e Influencing/Negotiating - Persuades _ _ o
others; develops networks and e Gives guidance and direction tof§taversees
coalitions; gains cooperation from work, assignsctivities to and hires student and
others to obtain information and casual staff
accomplish goals; negotiates to find| §  Expected tgrovide on-the-job training
mutually acceptable solutions; builds
consensus through give and take
(’Es matfix may be used singly or in combination with others. Su Jewsorﬁﬁﬁidﬁﬁﬁtﬁblﬁkiﬂ&ﬁﬁram&@w grade

supervisio

, Size and complexity of collection or clientele, etc.

selected, ulized, gopraised and

developed and that they are treated

in

WSO g dRaiTey RS eSS WA RO Cetita ), Pdiet

directs one or more sections, teamsrougs
within a department of a librar




LIBRARY JOB FAMILY - MANAGEMENT MATRIX 11/01/97

Function/ Experience/Scope
Level Roles (Minimum Required) Common Activities

This matrix may be used singly or in combination with others. Supervisory responsibility and size of library noted damder guly; grade assignment may be dependent on these and/or other criteria of job, such as bquat,
supervision, size and complexity of collection or clientele, etc.




LIBRARY JOB FAMILY - MANAGEMENT MATRIX 11/01/97

Function/ Experience/Scope
Level Roles (Minimum Required) Common Activities

This matrix may be used singly or in combination with others. Supervisory responsibility and size of library noted damder guly; grade assignment may be dependent on these and/or other criteria of job, such as bquat,
supervision, size and complexity of collection or clientele, etc.




LIBRARY JOB FAMILY - MANAGEMENT MATRIX 11/01/97

Function/ Experience/Scope
Level Roles (Minimum Required) Common Activities
58 Head of a medium small library | MLS or equivalent Planning:
(or) 2nd master's preferred ° Deve.lops plans for the Iibrar)_//d_i\_/isitteam and _
o ' . . contributes to established priorities to accomplish
Division Manager in a medium | 2-6 years experience goals for the parent library/division
library o : : _—
_ _ e Sets direction and leads in the setting of priorities for
(or) Typical Requirements:

the library/division/team and contributes to

Baseline Skills listed in grade 56 in establishing priorities for the parent library/division

addition to Supervisory 3ls listed in
grade 57 e Has first line responsiity for decision-making

within the library/division/team

Team Manager within a
Department of medium large
library and above

e Has extensive contacts with a wide range of people,
which may include faculty, students, and
administrators. Interacts regularly with other
librarians in particular specialty or discipline from
across the University

e Manages pr@cts which are usuallyoofined to the
library/division/team level and typically do not last
longer than one year. Responsible for implementing
results or recommendations of the project

e Frequently coordiates and falitates
communication and/or teapmoblem solving
within the library/division/team. Represents the
library/division/team on wrkgroups at the Faculty
and/or University Library level

e Participates in péorming the non-managerial
work of the library/divisiofteam

e Managerial respongihlies are a key coponent of

the job
58 Budget
(con e Typically prepares annual operating budget for the
IS X

matfix may be used singly or in combination with others. Sppervisory responsibility and size of library noted deader gpiy; grade assigﬁrﬁ[f may be dependent on these and/or other criteria of job, such as bqgget,
supervision, size and complexity of collection or clientele, etc.

e Responsible for monitoring income and

LR —q
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Function/ Experience/Scope
Level Roles (Minimum Required) Common Activities
59 Head of a medium library MLS or equivalent Planning
(or) 2nd master’s or doctate preferred . Partlclpreétes n t?te strateglct plann:jﬁgqas of the
o . . parent library, often on system-wide issues or
Manager of a major division in | 4-6 years supervisory experience projects
the medium-large library o
_ _ . e Sets direction and develops long range plans for
(or) EYP'CI?" Rqu'geme“t_s- i sed | the library/division/section
Manager of a division in a large | C2S€1IN€ and Supervisory I=kiisted in
librar g g grades 56-58 in addition to the following Budget
Y Managerial/Executive Skils: e Typically prepares, recommends, and monitors
_ _ _ annual budget over $250,000
e Planning & Evaluating - Determines g . .
objectives and strategie)ardirates | ® Plans and recommends budget(s) for unitquis
with other parts of the organization tDSupervision
23;%25;';%??;;22r;:%r‘zﬁtr::%mes e Typically supervises through levels of professional
. . and support staff up to 20 members
of operational plans; anticipates PP P
potential threats aspportunities e Recommends both promotion and hiring of staff
e Financial Management - Prepares, | ® Responsible for complex training in unit’'s work;
justifies and/or administers the budget provides mentoring of staff through modeling of
for program aga; plans, administers work behavior
andt mfc;nlt?_rs expentdlt;Jres to ensured. May be required to interpret administrative actions
ggﬁc}gsec Ve Spport of programs an to staff and staff actions to administration
Technology M t- Int Projects
° teecchnno?oogyintgrt]ﬁgmerzlr(] t;eh eges |, Plans both strategically faual and multi-year
developsggtrategies usingne’w projects) andor discrete work processes with the
) library, division, or rtmen
technology to manage and improve ibrary, division, or department
program eféctivenessunderstands | ¢ May be required to participate moject teams
the impact of telsnological changes on  involving organizations outside of the University
the organization
59 _ _ _ S Internal Controls/Integrity Assures K o
'(-M)M may be used smgl){ orin combmatnon v_vrth others. S JpE‘I’VIS(ﬂ)i &E@ffg&% silﬁatg'h‘){a}/ Wﬁxﬁ@rwegrad a%mlwgﬁ be dependent orll these and/or other criteria of job, such as bupigpt,
supervision, size and complexity of collection or clientele, etc. e Meets regularly with department heads to

developed and maintained to ensure

the intarity of the opanization

coordirate policies
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Function/ Experience/Scope
Level Roles (Minimum Required) Common Activities
60 Head of a medium-large library | MLS or equivalent Planning:
(or) 2nd master’s or doctate preferred e EXxhibits understanding and apprema_ltlon cditEgic
o ' concerns and takes leadership role in consensus-
Manager of a major division of a| 6-10 years management experience building around library-wide and system-wide issue
large library _ _
_ _ _ e Plans both strategically faual and multi-year
Typical Requirements: , projects across departments) daddiscrete work
Baseline and Supervisory ifiklisted in processes within the library or division
grades 56-58 in addition to o o _ _
ManageriaVExecutive Skills listed in grade Maintains significant contact with senior managemé
59 of library or system and interacts with University
officials, faculty, donors, and visitors
e Contributes to the achievement of library-wide and
system-wide goals through the monitoring of staff
activities,programs, and services
e Takes leadership role in work of library-wide and
system-wide planning groups anduittees
Budget
e Typically prepares, recommends, and monitors
annual budget of typically over $iillion.
e Plans and recommends budget(s) for multi-year
library-wide progcts
Supervision
e Typically supervises through levels of professional
and support staff up to 50 members
¢ Provides mentoring of staff through modeling of
work behavior and concern for staff and
professional development issues
60
(cont) Supervision (cont.)
This matrixy may be used singly or in combination with others. Suipervisory responsibility and size of library noted damder gply; grade assignment be dependent,on these and/or gther ¢riteria.of job, such as b t
supervision, size and complexity of collection or clientele, etc. . ay be recﬁ’uwed O Interpret aaminis rative ac S

to staff and staff actions to administration

2Nt
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61 To Be Added

The description of this level is reserved for future benchmarks.

This matrix may be used singly or in combination with others. Supervisory responsibility and size of library noted damder guly; grade assignment may be dependent on these and/or other criteria of job, such as b%gat,
supervision, size and complexity of collection or clientele, etc.
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Level

Function/
Roles

Experience/Scope
(Minimum Required)

Common Activities

62

62
fRong,

supervisio

Head of a large library

(or)
Manager of library-wide
program(s) or a library System

may be used singly or in combination with others. Su
, Size and complexity of collection or clientele, etc.

MLS or equivalent
2nd master’s or doctate preferred

10+ years management experience

Typical Requirements:

Baseline and Supervisory iBklisted in
grades 56-58 in addition to the
Managerial/Executive Skills listed in
grade 59

pervisory responsibility and size of library noted damder gpoly; grade

Budget

Supervision

Planning

Planning (cont.)
]

A G BRI S TRt B LSS TR SPEArit o 2o P2t

Typically secures funding, sets budget priorities,
and oversees the fiscal management of the library
or library-wide program

Has direct organizational édrity for annual
budget of typically over $hillion

Typically supervises through many levels of up to
100 members of staff

Communicates vision and securepgort of
vision from staff throughout the library program

Expected to interet administrative actions to
staff and staff actions to administration

Strategic planning is a major focus and regularly
involves tting strategic directions over long time
spans, library wide

Leads significant libnay-wide change

Decides future course of the library. Sets library-
wide priorities

Communicates vision and securapgort of the
vision both within the library, the university
community, from senior administrators and donors

Extensive work in planning, formulating and

strategic questions that affect the long term
direction of the Librar
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