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ê-'x h, b,l ß

c¡ty 0f Ëherwoo'J, treËfÕn
L ¡þråry E,epårtment

t IBRAR r AN

BASIC FUNCTION: CoÕrclinåte5, sl¡perv ises ån'J aomitl¡sters the
promÕt¡en, plann¡nb, implementåtion ånd e\rarr¡åtion of ålr Liþrary
Department, Ëerv ¡ ces.

SPECIFIC ÞUTIES:

coor'x¡nåtes ånd suFervi:5e5 åll åct¡v¡tie6 directed
towår'J$ crFreråt itìg ån'J fnå intå in ¡t]g deË¡årtrnent
serv ¡ces and the puþ I ic I ¡þråry þu ¡ td ir1g.

cooro inates f unct, ¡on$ c¡f tlle I ¡þrary w i th mun ¡c ¡ pa I ,

cÕL¡nty. ståt€ atlü f eËterå I ågenc ies, I iþrary sLrFrFort
orgån izåt ¡rlns ånd the L iþråry Fc',år'j of TrLlStees.

Sel€ctsr trð¡ns, 6L¡Fer\{ises ånd evðlLiates liÞråry
5t,af f ånd vo lL¡t1t,eÊr5.

promot,Bs depårtmenE år1d c I ty åct iv ¡ t ies d i rected
tÕwård ¡mprov i ng puþ I i c l{rlow I edçtË , cc,nf i'3ence an'f,
understand i ng of lÕca I government ðnd i tlcreås ing Llse
of thë pr{þIic Iiþråry systëm.

a

3

4

5

6

7

I

crevÊ lc¡ps ånd ¡mp lements gÕå I s ,
åncl progråms f Õr the I ¡þråry,
of ðn at1nuð I þLrdget .

operåtionåI poI¡cie5,
i t1c lud i ng prËFrðrðt ¡on

perf orms þas ic I iþrðry tð5t{5 Ðn å reËu lår
includ¡ng c¡ rcLrlðt iÕn desþ: åttendÕrlce ðnd
she lv ¡ng ånd cåtålog ¡ng.

I iþråry
ottler

þås i 5,
þÕot<

f ¡ lËs,
I i þrðry

E5tåÞ I i5he5, ítå intð in5 ånd uFr'lðte5
reËorrf 5 ðn'J þoÕl{ , Þêr iÐd ¡eå I ånd
måter¡ål cåtalog5.

Pårt ¡c i påte5 ¡n tlle der¿e lopmetlt of gÕå ls, oFërðt ¡Õn-
å I po I jc iës Êrnd progråm5 f Õr the ent i re c i ty g{f,vËrn-
ment.

9. perf orms s ¡m ¡ lår ðr1o í nc i dËr'ttå I drit ¡e5 ås regu i re'J

RESOLUTIÕN 86-350
EFFECTIVE JULY 1, 19S6
Arnen'led RÞ5o S6-35ç' ef feÐt,.

4ç,

c,r:t. 1, 198€



RESpON$lBlLlïlES: The goål of t,hË C¡ty of SherwoÕd L¡þrary
DeFårtment is tÕ Frov idË the cc¡mmun ¡ ry w i th lecö. I ðcceñs to ð
d ¡ \rerse cÕ I l ect ion Õf þoÕF.s ðnrl Õt trer reðd i nË|. mater ¡a 1 5. TtlÊ
Liþråriåt] ¡5 re6FrÕn5iþle fclr ådministerinE å l¡þråry w¡th at-ì
opËråt¡ng þudget of 994,61o.oo (FY 86-87), and for månåEing å
permånent ståf f Õf two. The L iþrår iån mL{5[ perf crrm h i6 or ]rÊr
'Jut ie5 in ð måt1ner tllat ref lects Frrsit ive ly on the Ëity and ttle
I ¡þråry åno ¡6 respons iþ le f or må irìtå ¡n ¡r'rË ð leve I c,f
prof e'55ionål e){p€rt i6e and ¡mð(jte tllåt F¡rûmÕte6 ef f icient L¡se crf
the resÕurcBs ¿ìvå i lðþ lË to the ¡ ¡þråry .

SUtrERVISION
å5S ¡ stånt5,

Reports
vo I unteers

the Ll ity MñnðgÉr,
cc,mrnL¡r'ì i ty serv icë

SLrper\/ i 5e5
F erErf Utle L

to
ånd

I i þråry

JOB üONEITIONS: NLarmålly WL1 rt(5 å 4Ð h{:,l{r weeK in
gett ¡r'lg orì å f lex iþ le s':he'Ju le, f reqL¡ënt ly w ith
inrJivídL¡als on 'Juty. Fðrely regulred to wÕrt( ei{tetlded
måy worlii. e\ren ¡nråfs ðt]d ååturrlåys. ML¡st þe ãþ le to
j udgernent , måt{e i ndeFtendent dec i s ictns , ån'g prÕduce
resu I t5 w i th I im i ted rB. c,L¡rcÊ5 .

ð I ¡ þrary
nÕ Õt ller

hoLr rs , þL¡ t
u5e -50unrj

pcrs ¡ t i\¡e

EXTEFNAL C:ONTACTS: Freguent ÕpF{:rrtun ity ðn'X regL¡ irement tÕ
illt,eråct, with city emplÕyees, electe'l ånd åFrËìonted of f i'liål-q,
I ¡ Þrary Ëlåt rons ,ãnd I iþråry SL¡pFìÕrt grc,L¡ps, Latt'ler I ¡ þ.råry,
goverrlmentå I ,ånd grant ¡ng ågeÌlc i eF, åt]d vendorS. cÈntaütg cån þë
tomp lex anü måy Õr:(:å55 iona I ly þË of at1 åüversar iå I åt1'i 5t res5f Lr I

llçltLtfe.

EÞUCAT ltlN,/t ICENSES: Båctle lor's dËEree ¡tì I ¡þrðry sc ience Or other
åpp | ¡Eåþ le d ¡sc ¡p I inÊ pref ërre'f,.

EXtrER I ENCE/SK I LLÊ: Leve I Of exper ¡enr:Ê tyË' i f ied þy twö yeårg
emFr loyment in å 5eÌ1 ior ånd i n'f,epen'Jent sL¡perv ¡50ry cå13åc i ty w i t tì
a l¡þråry Õrgarlizñt¡Õn reguired. prior emptoyrnent with å FrL{þt¡e
I iþråry PrÊf erred. Must þË i{nÕw le'f,gåþ le åt]d .3k i I le'3 ¡ r'ì ð I I

å.sFects 0f | ¡þrâry Frroce$ures år]rf, Frogråm5, and þË f am i I iðr w i ttl
ð þrLlåd råtlge of I iEeratL¡re ðÌt¡f þoÕkË, Mr_¡st þÉ åþ lË f,Õ
commLrll ¡cåte ef f ect i\re ly with adL{ ltã ån'l c}l ¡ ldren, ÞÕt11 orå I ly ånd
¡n wr it ing, wÕrk ef f tsct ive ly in å c,.fmmL¡n ity Õf d iverse
int,erÉst5, rËgponrl tö råp ¡d change5 in pr iür i t ¡ e5 ån'J ç*mmL{rì ¡ ty
l]eed5, ånd d€ål påtiently, ÈoLlr-teÐL¡sly ån'3 'trÕr]-qcientioL¡s ly w¡th
the ger"lerå I FL¡þ I ic.

COMpENSATIC)N: Gråde g, S1,B1g.OO tÕ $e,OO5.OO monthty (FY Be,-87)

RESOLUï lC)N g(å-35O
EFFECTIVE.IULY 1, 19S6
Amen'Jed ñeFcr g(ã-35ç, ef f ect

50
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år[,b,+ D
city of sherwood,

Finånc€ ancl Adm¡n¡5trat ¡ve
oregon
serv i ces Þepårtment

D I RECTOR

BASIC FUNCTION: Chief f¡nðnciål off¡cer of the C¡ty. Co-
orcl¡nates. superv ises ancl ådmin isters mun¡cipal Þuc¡getåry,
f i nðnc ið I ðnd account I ng tåsKs åncl mðnðges c i ty recorclKeep ¡ng
ðncl cler¡cål functions, ¡nClu'Jing those ðsSoc¡ated w¡th
Municipål court, act ¡v ¡t ies.

SPECIFIC DUTIES:

performs requirecl tðSks ånd må¡ntð¡n5 assoc¡åtect
records for ðll þasic munic¡pal accounfing ånct
f ¡ nanc ¡å I serv ices, i nc I ud ¡ ng þuctget prepðrat ¡ on anct
monitor¡ng, "gancroft" ðncl otner þonct funcls.
investments ë¡ncl payro I I .

â
L coorcl¡nåte5 funct¡on5 of tlle oepðrtment ånd c¡ty

wíth otner agfene¡es concerned with f ¡nånciðl mðttër5
such ð5 the county Assessor, oregon Depðrtment, of
Revenue, þenef i t, and ¡nsurånce prov i ders r åLtd ¡ t,or5.
þanKs, ðr1cl þond ðgents

Eståþl ish€s ðnd supervises the ma¡ntenance of ål I

off iciål c¡ty recÕrds including liensr rlinutes.
ordinances. resÕlut,ions, persÕnnel f ¡le5r åÍld
munic¡pal court åctions, and comp¡le5 dåta þåsed on
these records as reguired.

I

4

5

se I ects.
pårtment

t,råin5,
staff.

supervises and evåluates all de-

Þevelops ancl implements goð15, operåt ional pol ic¡es
arlcl progrðms for the ent ¡re city government anct for
thÊ depårtment, including pr€pårðt¡on of the annuðt
c ¡ ty þudget.

Prornotes department åncl c ¡ ty åct ¡v i t ies d ¡ recteo
towård improving puþlic knowteclge, conf ¡dence ån{t
unclerståncl ¡ ng of locð I government ånct locå I

government fanånces, påFt,icularly in responding to
þðsic puþl ¡c ¡ngu¡ries.

6

7 Performs tne
state ståtute
a5 secretary

c¡ut i es of c i ty Recor{ter ð5 def ¡nect Þy
and the city chårter. ¡ncluding act¡ng

t,o tne city council.

RE6OLUT ¡ON S€'-35O
EFFEËTIVE .JLILY 1, 1Þ86
Amencled Reso s6-359r ef f ect
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Þerforms vår ¡ous c I er i cå I dut ¡ e5 ås requ i red
includ¡ng dðta procesãingl, typ¡ng, ut¡Iit'y þiII¡ngl.
te I ephone ðnd of f ¡ ce recept i on , ðnd tðsKs ðssoc i ðted
w¡tn mun¡c¡pal court.

9. Performs 5¡m¡lar and ¡nc¡dent,ål dut¡es ð5 requ¡red

RESpONSIBILITIES: The goål of the C¡ty of Snerwoocl F¡nance
ancl Aclm in istrat ive serv ¡ces DeFðrtment is to prov ¡ cle ef f ¡ -
c ient f inånc ¡a I ancl puþ | ¡ c serv ices thðt måKe t'he måx ¡mum

effective usie of the resources avå¡låþle to the city. Tne
Director is responsiþle for adm¡n¡ster¡ng å c¡epart'ment with
an operat ¡ng budget of s t o8 . 3¿9). oO ( FY 86-87 ) atlcl f or
månaçting å permðnent stðff of three. As ch¡ef f ¡nðnc¡å¡
off ¡eÊr of the c¡ty, the D¡rector hås respons¡þil¡ty fÕr the
f¡scal ðdmin¡5trðt¡on of a General Fund of s54o,3OO.OO, five
ut ¡ I ¡ty enterpr ¡5e funds of $715 ,744.OO, seven spec¡ðl funds
of sSoo ,5e3. oo ånd two þonclecl deþt f unds of Ë 1 . 11/^4 ,l/^74 . OO

(ål I FY S6-S?). The D¡rector must perfÕrm his or ller dut ies
¡n a månner thåt ref lects positively on tne city årld tne
depårtment ãnd ¡s respons iþ lë f or mð i nt,å in ¡ ng å le\re I of
prÕf eËis iona I eXFert ¡se ðn'g ¡måçle thðt promotes ef f ic ¡ent use
of thë resÕurces ava¡ lðþle to tne 'Xepårtment.

I

SUPERV lS ION: Reports to ttle C i t'y Månðgler.
supervises puþlic services clerK, Õffice clerk,
c lert{, vo ltJnteers. ånd commun i ty serv ice Þersonne I

Flegu lðr I y
Account ¡ nçf

JOB CONDITIONS: NOFIY|å|ly WÕrkS a 4o-5o hour weel( ¡n ån
off ¡ ce 5€t t i ng. Freguent l y regu i red to worK extendecl hours,
even i ngs åncl some weeKenos. Must þe åþ I e tÕ Us,e sound
judgement, måKe ¡ndependent decis¡on5, ånd produce pos¡t¡ve
rê6u I ts w¡ th I ¡m¡ tecl resources.

EXTERNAL CONTACTS: Freguent OppÕrtun i ty and regu i rement' to
interåct with City employees, elected ånd åppointecl
off ¡c¡å15, the generål pL¡þlic, ðll levels of gtovernmenE
ågenc ies, venclors, contråctor5, congu I tånt5, åncl most other
inclividuå15 ðncl groups doing þusiness with the city.
contðcts årÊ frequent ly complex ðncl of ån ådversðr ial ðncl
stressfu ¡ nature.

EDUCAT ION/L ICENSES : Egu iVð lent t.o ðn åssoc iðte clegrree
þu5 ¡ne5Ë' Or åccount ¡ ng requ i recl. Bðche lors degf ree

ct ¡5c ¡ p I ine pref errecl.

RË6OLUT ION 8€,.35'}
EFFECTIVE JL,LY {, 1€IËO
AmendËd Resc) gê-35çt ef f ect

5Ê
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¡n
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Crct. 1, 19S6



EXFER IENCE./SK I LLS: LeVe I of exper ¡ence typ i f ¡ ed þy three
yeðrs of employment ¡n å senior and independent supervisory
capac¡ty å5 ån åccounting månagter. comptroller or f ¡nanc¡ål
mðnåger regu ¡ recl. Exper ¡ence w i th å puþ I ¡c ðgfency. pårt ¡cu-
tarly åt thê municipal lev€l in tne ståte of oreQfon.
pref ërred. MuEt possess aclvðnce'J þÕol<lr.eep ¡ ng, recordl(eep ¡ ng
ancl åccount¡ng 5kill5, þe åþle to cÕmmun¡cðte effectively,
Þoth orålly åncl ln writing, wÕrK effectively in ð corTrnun¡ty
of cliverse ¡nt€rests. respond to råp¡cl chðnges in prior¡tie5
and commun ¡ ty needs, âñd dea I påt i ent I y. courteous I y åncl
conscientiÕusly w¡tn th€ generål puþl ic.

cotvtpENsAT I oN :

( FY86-87 )
Gracle 10 , ä?, ,947 . OO to Ëe ,589. OO month ty

RE5CILL,T lt)N S€'-S50
EFFECTIVE JULY 1, 1996
Amended Re6Õ 86-359 Ëffect

cl ga

oct. 1, 1gl8e,



êr1.,['{ C
city of sherwoÕc, Õregon

L iþrðry E)eFartmerlt

t r BEARY AËs r S]ANT

BASIC FUNCTIÕN:
,3nd per iod i cå ls
I ¡þråry måtËriå15

,åPEC IF IC DUT IEË:

Pf(:'r:e5siesi, t:åtå I Clg,5
ånd ass iSts påt rot1s

ånd
in

5he l\rÊs
f in'J i ng

r ¡ þråry þooKs
ånd þÕrrow¡ ng

1

E

4

5

6

preFåres liþrðry þöÕf{5 ånd ot,l'ìer måt,er¡åls for
'lirculåtion lllclud¡11$ covÊrs, låþe15, üOtlatiotl
p l åt Ê8 , þoold. cårds ån',1 påcl(e t s .

AssiStS påtrons ¡n f ¡nding ëìnd þorrowinE
other I ¡þrary måter ¡a 15, isslles I ¡Þråry.
prov i'ses generå I inf crrmåt icf Ìl Õn I iþråry

þooþlg antl
cards ånd
serv i cËã.

Måy 'JeVe lÕP ånd cÕt1 rd i nåte prÕgråms,
þÕol4 r:Õ I le€t, ions f or spec ¡å I groups
pat ron5, sl¡ch å5 ch i lclren år]d sen ¡c'r6.

event S , år1cl
0f I i þråry

Þooll5 an{,
ån ånnuð I

Co I l€ct,5, sorts
ofher I ¡ þrary
i nventory of the

ånd slte I vÊ5 Õr reshe lvÊ5
måt.er ia l5 ånd condL¡r:tF
I ¡ þråry co I I ect ¡on.

A'.3S iEts ¡n Cåtå lÕg ing I ¡þrðry þook5 i nc lud ing
å85¡r3ninâ suþject heð'Jit1g5 ðnd ÞËwey clå5s¡f icðtion
nufnþers ån'J prËPar il1g. f i I ing and mð ¡nta in ¡ng
assoc ¡åted cåtå I oq cår'f,s ånrj rërtor.Jñ.

trerf Ðrms m isce I låneor¡s c ler icå I tå5f45 6Ltch ð6 I ignt
tyP illg, cÕFry illg, må ¡ I sÕrt, ¡n'J ånd rÕut ine c leðtlu[¡ of
LiÞråry fðcilit¡e5.

7. perfÕrms Eimilar ånrl ¡rlcidentat ür¡tie6 å5 regnirecl

RESpONSIBILITIES: ThÊ göål clf EhÊ C¡t.y of ËherwÕo'J Liþråry
ÞeFårtment i5 to prov i de the cÕmrnun i ty w ¡ t t'ì lÕca I åcce6s tcr ,3

d ¡\/er5e cÕ I lect i()n of þÕôks ån'J Õthër rËåd ¡ ng måt,er ¡å ls. ThÊ
L iþråry Ass istðtlt i5 resF¡olls iþ I e f Õr å55 i'st i nçf pðt rÕt15, ðl-lrJl f or
tlle åccurðte ðnd order ly cåtå lùg ¡ng Õf þÕÕF,s ånd otllËr I iþråry
måteriål€. Tlle Liþråry Assi5tånt ml{6t perform his Õr her dLttie6
in å månner thåt ref lerlt,s posit ¡vely on the City ån'J the I ¡þrðry.
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Sl,pERV lS lCIN : Repörts to tne L iþrar ¡an. No suFerv isory or lead
respous ¡þ i I it ie5 þL{t m.ly å55 ¡st vo lullteers.

JOB CËNÞ lT IONS: NOrmA I ly WÕrlr,s å e0 hC,Ur Wëe|( in a I ¡E'råry
sett¡nçf orl å f lÊxiþle schÊdt¡te wt"licll may ¡nclLlde eveninË5 and
Såt,urdays. Regu lår ly ¡5 the on ly stðf f memþer ûn-rjLlty 'Jur ¡nE
hoL¡rs I iþrary ¡s opËn to ttle Ëruþ I ¡Ê.

EXTEFï NAL CONTACTS r FreqLlent ÕF¡F¡ortLln ¡ t y åÌìd rË'ìu i remeut t$
interåct with l¡þrary påtrc¡n5. cÕntåctF are nÕrmålly routínË,
r]ön-åclv€r5ar ¡å I ånd nÕn-st rÊssf u I .

EDLICATIC¡N/L TCENSES: FL{nCt iOnå I comFtÊtency i n read ¡t1çt, wr i t i nçf ,

mðt,tlemåt ¡'lõ åt]d generål Ë'Jucðt ¡on 5L¡þjËct5 requ i re'J. Arld ¡ t iclnå I

edL¡cåt iorl in I ¡þråry 5c ¡enEes, Õf f ¡ce pråct icBs arld Õther
d i5C ip I ¡nes åpp I icåþ le to I iþråry emp lc,yment pref erred.

EXPERIENCE./SKILLS: prior emFlÕyment ¡n ð l¡Þråry ånd ð knowle'Jge
of Þåsi': l¡þråry ånd Eåtå1.)räitlg procËrlures ån'3 fåmil¡ar¡ty witll
þo.åh5 ån0 I i teråture pref erred. Must þe åþ le t(.a commun icåte
ef f ect, iVe ly W ¡ th þoth ådu I ts ertld ch ¡ I'Jren ånd to .Jeå I Fðt ient ly.
coLrrteous ly and consc ier]Î, ious ly w i t t"l t,lle gerlerå I puþ I ¡ c.

CCtMpENgAT ION : Gracle 3 , S48O . t0 tÕ S5egiÙ. OO mÕnth ly ( Fy 86-87 )
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