
Director of College Library 
Job Description 

 
DIVISION/DEPARTMENT: Academic Affairs DATE TO BE FILLED: Immediately 
SALARY: Commensurate with Experience 

 
SUMMARY 
Direct, coordinate, and administer the activities of the college library engaged in providing source materials in support 
of the curriculum and research needs of faculty and students. 

Responsible for the efficient management and direction of the library, including operations, budget, supervision, and 
direction of library staff, compliance with federal, state, and institutional requirements, and the effective coordination 
of services with the rest of the college community. Provides instruction in information literacy as needed. 

 

QUALIFICATIONS 
• Master's degree in library science from an ALA-certified program. 
• Three to five years of progressively more responsible experience in an academic library, or a combination of 

education and experience commensurate with the requirements of the position. 
• Experience with an automated library system. 
• Experience in post-secondary instruction is desired. 

 
RESPONSIBILITIES 
• Provides that instruction in information literacy is available to students, faculty, and staff in formats suitable to class, 

group, operational, or individual needs. 
• Ensures that reference services are available and circulation activities and other library functions are effectively 

performed during the hours of library operation. 
• Responsible for ensuring the optimal functioning of the integrated automation system; ensures appropriate 

preservation of essential data and records. 
• Supervises the timely and accurate processing, cataloging, and circulation of library resources. 
• Prepares and recommends a budget based on current needs and the requirements of effective operation; 

ensures operations are conducted within budget parameters. 
• Selects resources for purchase and addition to the library collection, working within the collection development 

guidelines approved by the instructional deans; advises college staff of resources available. 
• Plans and prepares for future growth and innovation; prepares and submits proposals for enhancement of services 

based on objective need analysis and use projections. 

Supervises library staff, coordinates activities and absences, and arranges for appropriate training and technical 
support; provides communication regarding actions and decisions of the board of trustees and administration: 

 

• Responsible for ensuring adherence to applicable federal, state, and college laws, requirements, policies, and 
procedures within their area of authority. 

• Works with college staff to determine learning resource needs; participates in or makes an assignment to 
appropriate college committees. 

• Responsible for compilation, preservation, cataloging, and appropriate accessibility of college archives 
• Ensures that required reports for federal and state agencies and internal needs are completed accurately and in a 

timely manner. 
• Maintains state-of-the-art knowledge in library science and operations, and requests appropriate personal 

professional development. 
• Maintains communications and membership as appropriate with professional associations. 
• Performs other related duties as necessary or assigned. 



RESPONSIBILITIES Cont’d 
Other key essential skill required: 
• Knowledge of and ability to use all technology. 
• Lead effort to incorporate technology into the library’s operations. 
• Develop partnerships with faculty to lead to more robust usage of the library. 
• Ability to lead culture change with the library staff. 
• Assess and determine the needs of a modern library at a small liberal arts college. 
• Develop programs and initiatives to invite the community to use the library’s resources. 
• Student-centered professional 

 

SPECIAL INFORMATION 
The Federal Government requires that every individual hired since May 31, 1987, complete the I-9. This requirement is 
in response to the Immigration Reform and Control Act of 1986. Form I-9 has been developed to verify that persons are 
eligible to work in the United States. 

 
ABOUT US 
Rust College is a historically black college located in Holly Springs, Mississippi. Rust is a private, coeducational, four-year, 
residential, comprehensive Liberal Arts institution affiliated with the United Methodist Church. Founded in 1866, the 
college faculty, staff, and students are comprised of diverse social, cultural, ethnic, racial, and national backgrounds. The 
college is located 35 miles east of Memphis, TN, with forty-seven buildings on a one hundred twenty-six-acre campus. 
Often referred to as the "citadel on the hill," the campus and historic town provide the perfect backdrop for fulfillment 
of the mission to equip and inspire students for excellence and service in their communities and throughout the world. 

RUST COLLEGE IS AN EQUAL OPPORTUNITY\AFFIRMATIVE ACTION EMPLOYER 

TO APPLY 
Persons interested in the above position should submit a cover letter, resume, unofficial transcript of the highest 
educational level completed, and three references, including contact information, to careers@rustcollege.edu. 
 
(Please put the job title in the subject line; you may attach your materials as Word or PDF documents). 
 
Angela Williams, Associate VP for Human Resources 
Rust College 
150 Rust Avenue 
Holly Springs, MS 38635 
Closing Date:            Posting Date: 
Open Until Qualified Applicant is Found            7/2025 
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