Racine Public Library
Head of Busi C | Position T .y

Head of Community Engagement Position
Description

Full-time; 40 hours per week
GradeJ

Position Purpose:

The Racine Public Library has been the community’s educational and informational institution
since 1897. All employees are expected and encouraged to create a positive and friendly
environment for library users, the community, and co-workers. It is expected that all employees
be flexible, responsive to change, and take a leadership role when necessary. Essential duties
may change in response to evolving community needs.

Under the supervision of the Executive Director, this position is a full-time, exempt position,
with the speC|f|c schedule belng mutually agreed upon with the employee and superwsor The

st—rengt—hen—Raeme—PbmheHbFa%y—s—br-and—The Head of Communlty Engagement is respon5|ble

for the oversight, development and implementation of efforts to strengthen the library’s
reIatlonshlps and integration with the surroundlng communlty l:eads—a“—ma%ket—mg—

gma#nment—re#ataons—and—eem%u—nmy—engagement— ThIS posmon does o) by Ieadlng the

library’s community engagement efforts, including public relations, communications,
marketing, and L|brary GO' In|t|at|ves (|ncIud|ng Home Delivery Service, Outreach Libraries and
the Bookmob|le)

the Ieadershlp team. F

a-nd—@em#wu%t—y—léngagement—l:rbman— Respon5|ble for management, h|r|ng, retention and

evaluation of any community engagement personnel, including the Marketing Assistant, Home
Delivery Service Coordinator, OQutreach Libraries Coordinator and Bookmobile Supervisor.



Responsible for directing and evaluating the work of all community engagement contributors,
including direct reports, vendors, consultants and committee members.

Essential Functions:




Oversee effective implementation of library’s community engagement efforts through
collaboration with contributors, including the Bookmobile service, Home Delivery
Service, Outreach Libraries, cyclical program communications, and communicating
library news and announcements.

Evaluate community engagement systems and processes with contributors to ensure
ongoing adaptation of services to the community’s emerging needs.

Oversee development and implementation of community engagement policies,
procedures, systems and guidelines in collaboration with community engagement
contributors.

Use the library’s strategic plan as a basis for orienting the community engagement
department towards achieving key objectives. Evaluate progress and adjusts team’s
direction as needed.

Develop and oversee implementation of library’s brand and style guidelines and short-
and long- term strategic communications plans. Work with contributors to achieve goals
and maintain guidelines across the library's public communications.

Guide strategy and editorial direction of library’s public communications, including (but
not limited to) its website, e-newsletter, social media accounts, in-building signage, print
materials, and media appearances.

Mentors, evaluates and coordinates with community engagement contributors to fulfill
their job responsibilities and achieve departmental objectives. Collaborates with
contributors and stakeholders to guide the department’s services and processes,
including regular optimization and improvements.

Collaborates on planning, participating in and facilitating leadership team meetings and
staff development opportunities.

Contributes to development and revision of library policy, systems and documentation
through a lens of community engagement.

Acts as the building-wide point person on periodic Saturdays on a rotation with other
leadership team members. This includes coordinating with teammates to ensure safe
and effective operation of the library during business hours and closure of the library at
end of business.

Is an active member of the library’s programming committee. Informs programming
committee’s policies and direction through a lens of the community engagement team’s
goals and strategies.



e Shares responsibility with the leadership team for responding to patron incidents,
including engaging patrons as the occasional acting supervisor and coordinating with the
library’s safety committee and law enforcement personnel when appropriate.

e Prepares monthly report of the community engagement department’s work for the
Board of Directors.

e Reports at leadership team, programming team, all-staff meetings, and any other
relevant committees or bodies on significant developments and updates to the
community engagement department’s work.

e Responsible for emergency communications and to act as a library spokesperson as
required.

e Manages annual marketing budget, including purchasing of materials required for
marketing and promotional functions, as well as routing receipts and invoices to the
business office.

® |n conjunction with the library director, support community engagement efforts of the
Racine Public Library Foundation

e Perform related duties as required.

Qualifications and Competencies:

Required




Bachelor’s Degree in communications, marketing, business, nonprofit management or

other closely related field is required. Master’s in related field preferred.

Demonstrated ability to manage communications and engagement work to successful
outcomes for one or more organizations in a large library, nonprofit, art or cultural
setting.

Minimum five years of previous communications and/or community engagement
experience.

Proficiency with project management skills, including the ability to organize and oversee
multiple intersecting priorities and projects; establish, communicate and adjust complex
timelines; and manage individuals’ contributions towards project plans through
attentive communication and detailed feedback.

Self-starter with ability to independently assess and manage multiple priorities.
Effectively communicate and negotiate priorities with multiple stakeholders.

Ability to foster a healthy, collaborative and engaged team of contributors and
stakeholders, including direct reports.

Proficiency with graphic design, layout and editing software, including Canva, Photoshop
and Adobe Acrobat.

Ability to work a varied schedule inclusive of evenings and weekends.

Excellent written and verbal communication skills.

Proficiency with WordPress DiviBuilder or other website CRMs.



Preferred

e Proficiency with Google Workspace, including Google Drive, Docs, Sheets, Forms,
Calendar, Gmail, Chat and Meet.

e Valid Motor Vehicle operation license

e Familiarity with AP Style.

Physical Demands:
Walking, standing, sitting, bending, keyboarding, talking, listening, reading

Environmental/Working Conditions:

Nermalwerking-conditions-ef-a-publictibrary- This position primarily entails working at a desk /
in an office environment. Fhis-positionrequires-intensive-interaction-with-the publictoecal
traveHsrequired-toattend-off-site- meetings-and-events: This job also periodically includes
public service work and IocaI travel. Seme—wgena#and—naﬂaqaktmel—may—be—%ﬁed—te

reguired: Some regional and national traveI or evening and weekend work may be reqwred

Equipment Used:

cellphone, keyboard, printer, photocopier, scanner, webcam, and other equipment.
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