
Village of Mukwonago
Notice of Meeting and Agenda

LIBRARY BOARD OF TRUSTEES MEETING
Thursday, October 12, 2023

Time: 6:00 pm
Place: Mukwonago Community Library, 511 Division Street, Mukwonago, WI 53149
  
1. Call to Order
  
2. Roll Call and Introduction of Guests
  
3. Approval of Minutes
   
 3.a Minutes from September 14, 2023
 Library Board Meeting Minutes 20230914_unapproved.pdf
  
4. Comments from the Public 

The Public Comment Session shall last no longer than fifteen (15) minutes and individual presentations
are limited to three (3) minutes per speaker.  These time limits may be extended at the discretion of the
Chief Presiding Officer.  The  Board may have limited discussion on the information received, however,
no action will be taken on issues raised during the Public Comment Session unless they are otherwise on
the Agenda for that meeting.  Public comments should be addressed to the Board as a body.
Presentations shall not deal in personalities personal attacks on members of the Board, the applicant for
any project or Village employees.  Comments, questions and concerns should be presented in a
respectful professional manner. Any questions to an individual member of the Commission or Staff will be
deemed out of order by the Presiding Officer.

  
5. Audit and Approval of Monthly Expenditures
   
 5.a Invoices and Executive Summary for October 2023
 Financial 2023 October Executive Summary 20231012.pdf
 Financial 2023 October Invoices 20231012.pdf
  
6. Committee & Community Reports 

Reports are for information only.
   
 6.a Village Board Representative Report
   
 6.b Friends of the Library Report
   
 6.c Building & Grounds Committee - last met September 19, 2023
 Building and Grounds Committee Minutes 20230919_unapproved.pdf
   
 6.d Finance Committee - last met October 5, 2023
 Finance Committee Minutes 20231005_unapproved.pdf
   
 6.e Grutzmacher Collection Committee - last met June 28, 2023
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https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2218970/Library_Board_Meeting_Minutes_20230914_unapproved.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219753/Financial_2023_October_Executive_Summary_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219754/Financial_2023_October_Invoices_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219725/Building_and_Grounds_Committee_Minutes_20230919_unapproved.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219741/Finance_Committee_Minutes_20231005_unapproved.pdf


 6.f Personnel Committee - last met October 2, 2023

 Personnel Committee Meeting Minutes 20231002_unapproved.pdf
   
 6.g Policy Committee - last met September 26, 2023

 
 Policy Committee Meeting Minutes 20230926_unapproved.pdf
  
7. Library Director Report
   
 7.a Library Director Report for October
 10 Library Director Report October 2023.pdf
  
8. Discussion/Action Items
   
 8.a Strategic Plan 2023-2025 Updates

Discussion and possible action on updates on the implementation of the Strategic
Plan 2023-2025.

 Strategic Plan 2023-2025_Operational Priorities and Implementation Updates 20231012.pdf
   
 8.b Confidentiality, Privacy, and Surveillance Policy

Discussion and possible action on the recommendation from the Policy Committee
to approve and adopt the updated Confidentiality, Privacy, and Surveillance Policy.

 DRAFT Confidentiality, Privacy, and Surveillance Policy_for LB 20231012.pdf
   
 8.c Job Descriptions & Wage Ranges

Discussion and possible action on the Personnel Committee's recommendation to
approve and adopt the new job descriptions and accompanying wage ranges to take
effect January 1, 2024.

 2023 MCL Organization Chart_for LB 20231012.pdf
 DRAFT AD of Circ and Customer Service_for LB 20231012.pdf
 DRAFT AD of Collections and Programs_for LB 20231012.pdf
 DRAFT Adult Services Librarian Job Description_for LB 20231012.pdf
 DRAFT Business Manager Job Description_for LB 20231012.pdf
 DRAFT Circulation Specialist Job Description_for LB 20231012.pdf
 DRAFT Custodian Job Description_for LB 20231012.pdf
 DRAFT Library Associate Job Description_for LB 20231012.pdf
 DRAFT Library Director Job Description_for LB 20231012.pdf
 DRAFT Library Page Job Description_for LB 20231012.pdf
 DRAFT Marketing & Outreach Job Description_for LB 20231012.pdf
 DRAFT Materials Specialist Job Description_for LB 20231012.pdf
 DRAFT MetaSpace 511 Lead Job Description_for LB 20231012.pdf
 DRAFT Public Service Associate Job Description_for LB 20231012.pdf
 DRAFT Youth Services Librarian Job Description_for LB 20231012.pdf
 MCL Compensation Study Comparison to DPI_PC approved 20231002.pdf
   
 8.d Draft Budget for FY 2024

Discussion and possible action approving a draft budget for FY 2024. 

2

https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2218978/Personnel_Committee_Meeting_Minutes_20231002_unapproved.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2218988/Policy_Committee_Meeting_Minutes_20230926_unapproved.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2218964/10_Library_Director_Report_October_2023.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219767/Strategic_Plan_2023-2025_Operational_Priorities_and_Implementation_Updates_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219849/DRAFT_Confidentiality__Privacy__and_Surveillance_Policy_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219783/2023_MCL_Organization_Chart_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219784/DRAFT_AD_of_Circ_and_Customer_Service_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219785/DRAFT_AD_of_Collections_and_Programs_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219786/DRAFT_Adult_Services_Librarian_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219787/DRAFT_Business_Manager_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219788/DRAFT_Circulation_Specialist_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219789/DRAFT_Custodian_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219790/DRAFT_Library_Associate_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219791/DRAFT_Library_Director_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219792/DRAFT_Library_Page_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219793/DRAFT_Marketing___Outreach_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219794/DRAFT_Materials_Specialist_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219795/DRAFT_MetaSpace_511_Lead_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219796/DRAFT_Public_Service_Associate_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219797/DRAFT_Youth_Services_Librarian_Job_Description_for_LB_20231012.pdf
https://legistarweb-production.s3.amazonaws.com/uploads/attachment/pdf/2219798/MCL_Compensation_Study_Comparison_to_DPI_PC_approved_20231002.pdf


 DRAFT Budget FY 2024_for FC 20231005.pdf

 DRAFT Budget FY 2024 Narrative_for FC 20231005.pdf
   
 8.e Trustee Essentials Chapter 16

Discussion on the questions found at the end of Trustee Essentials Chapter 15.
 Trustee Essentials Chapter 16.pdf
  
9. Referral Items
  
10. Confirm Next Meeting Date 

The next Library Board meeting is scheduled for November 9, 2023 @ 6:00pm.
  
11. Adjourn
 

 

It is possible that a quorum of, members of other governmental bodies of the municipality may be in attendance at the above stated
meeting to gather information. No action will be taken by any governmental body at the above stated meeting other than the governmental
body specifically referred to above in this notice.  Please note, upon reasonable notice, efforts will be made to accommodate the needs of
individuals with disabilities through appropriate aids and services.  For additional information or to request this service, contact the
Municipal Clerk’s Office, (262) 363-6420.
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Village of Mukwonago 

  

DRAFT MINUTES OF THE LIBRARY BOARD MEETING 
  

Thursday, September 14, 2023 
  
Time: 6:00 pm 
  
Place: Mukwonago Community Library, 511 Division St., Mukwonago, WI 53149 

  

Call to Order 

The President H. Pringle called the meeting to order at 6:02p.m. located in the Mukwonago 
Community Library Community Room, 511 Division St., Mukwonago, WI 53149 

 

Roll Call and Introduction of Guests 

Board Members Present 
E. Brill 
D. Magolan 
J. Gasser 
S. Kaufman 
M. Lacock 
E. Pautz 
H. Pringle 
D. Whalen 

Excused 
J. Darin 
M. Penzkover 
C. Stienstra 

 
Also Present 

A. Armour, Library Director  
Chris Slauson, Friends of the Library 
E. Huemmer, Community Engagement Coordinator 
A. Ramsey, Project Manager for Engberg and Anderson 
Architects 

 
Comments from the Public 

A patron’s email to A. Armour was read to the board. It gave thanks and praise to how 
professionally NAGPRA and the Grutzmacher Collection has been handled. 

  

Approval of Minutes 

M. Lacock/D. Whalen motioned to approve the minutes from the Library Board of Trustees 

meeting on August 10, 2023. Unanimously carried. D. Magolan and S. Kaufman abstained. 

 

Audit and Approval of Monthly Expenditures 

J. Gasser/D. Magolan motioned to approve the executive summary and monthly invoices. 

Unanimously carried. 
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Committee Reports Committee chairperson will report on any recent committee 

activity. There will be no discussion or action on anything reported out. 
  

Village Board Representative Report - This was created to better the communication between 

the Boards and was based on information received by A. Armour at the Southeastern 

Wisconsin Director’s Retreat. E. Brill shared that at this point the possible internet interruption 

to the library due to the painting of the water tower more than likely won’t be happening this 

next year but will keep us apprised. The Village Board is also very excited about all the 

programming and quality of staff engagement with the community. The library is viewed as a 

tremendous asset to the Village.  

Friends of the Library Report - C. Slauson explained when she will be attending Board 

meetings and how she plans to communicate between the two entities. She shared what 

events were held last year, how the Friends continue to generously aid the Library, and some 

obstacles they seem to face similar to other Friends organizations. 

Building & Grounds Committee - next meeting is September 19, 2023 at 5:30pm - items 

related to that meeting are on the agenda 

Finance Committee - last met August 14, 2023   

Grutzmacher Collection Committee - last met June 28, 2023  

Personnel Committee - next meets on October 2, 2023 at 6:00pm 

Policy Committee - next meets September 26, 2023 at 12:00pm   

 

Library Director Report The Library Director Report is for information 
only.  

A. Armour reminded the Board about the Bridges Trustee Appreciation dinner at Watertown 
Public Library on September 28. October 20th is the next staff development day and a 
speaker will be coming from Milwaukee Public Museum to present and discuss ADA laws; the 
Board is invited to attend as we are again analyzing space needs.   
 

Discussion/Action Items 

Presentation by Community Engagement Coordinator 

Informational presentation by the Community Engagement Coordinator on his job duties and 

day-to-day responsibilities to provide context to the Library Board as they consider the goals 

of the Strategic Plan. 

 

Presentation on Space Needs Analysis and Expansion Study from August 2020 

Informational presentation by Alexandra Ramsey of Engberg Anderson Architects. She will re-

present the Space Needs Analysis and Expansion Study that was finished in August 2020. 

A. Ramsey presented the Space Needs Analysis that had been prepared in 2020. At this 

point the only change was the cost that went up 34%. Several questions were asked 

regarding current trends in libraries post pandemic as well as the possible need to revisit the 

information given the current needs of MCL. Buildings and Grounds will discuss this further 

at their meeting on September 19th.  
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Strategic Plan 2023-2025 Updates 

Discussion and possible action on updates on the implementation of the Strategic Plan 2023-

2025. 

A. Armour noted there are several things that have been worked on continuously and this is 

a standing item in case there are questions.  

 

Hours 

Discussion and possible action on changing open hours. 

A. Amour discussed comparable libraries as well as Bridges System libraries and their 

hours; MCL is open more than average. Further data would need to be gathered regarding 

adjusting MCLs hours or opening an additional day. It was decided that at this point there is 

not a need to make any other adjustments but could be assessed again in the future.   

 

NAGPRA Inventory 

Discussion and possible action on new information indicating the Grutzmacher Collection 

contains Associated Funerary Objects and that an Inventory as defined by the Native 

American Graves Protection and Repatriation Act needs to be developed. 

A. Armour noted that the California Tribes have deemed 3 objects within the Grutzmacher 

Collection to be associated funerary objects as defined under NAGPRA. Due to this, MCL 

will need to complete an Inventory and submit it to the National NAGPRA Program. 

Discussion centered around logistics, what objects would need to be Inventoried, and how 

this will be funded.   

D. Whalen/M. Lacock motioned to approve the funding for Bernstein & Associates to aid 

with a NAGPRA Inventory utilizing monies left within our previously contracted funds. 

Unanimously carried. 

 

Review Trustee Essentials - chapter 16 

Trustee Essentials Chapter 16: Ethics and Conflicts of Interest Laws Applying to 

Trustees - H. Pringle tabled this until next month’s MCL Board meeting. 

  

Referral Items 

 None. 

Confirm Next Meeting Date  

Regular Library Board meeting on October 12, 2023 
 
 

Adjournment 
E. Brill/M. Lacock motioned to adjourn the meeting. Unanimously carried. Meeting was 
adjourned at 7:36 pm. 
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Account
 Amended 

Budget  
Amount 

Used
Account 
Balance

% of 
Budget 
Used

5110 - Salaries & Wages 631,652.00      451,005.04 180,646.96 71.4%
5112 - Social Security 49,149.00        34,400.29 14,748.71 70.0%
5152 - Retirement 46,345.00        33,567.81 12,777.19 72.4%
5154 - Health 59,782.00        49,334.92 10,447.08 82.5%
5158- OPEB Payout 5,000.00           0.00 5,000.00 0.0%
5159 - Other Fringe Benefits 4,323.00           2,923.94 1,399.06 67.6%
5219 - Professional Services 4,000.00           11,647.20 (7,647.20) 291.2%
5220 - Contractual Services 30,000.00        28,795.65 1,204.35 96.0%
5221 - Water & Sewer 3,000.00           1,436.12 1,563.88 47.9%
5222 - Electric 33,000.00        25,887.57 7,112.43 78.4%
5224 - Gas 12,000.00        7,638.04 4,361.96 63.7%
5225 - Telephone 5,700.00           6,705.83 (1,005.83) 117.6%
5226 - Insurance 9,000.00           (26.78) 9,026.78 -0.3%
5310 - Outside Services 15,270.00        12,490.73 2,779.27 81.8%
5311 - Operational Supplies 11,500.00        7,299.38 4,200.62 63.5%
5312 - Printing 1,400.00           915.45 484.55 65.4%
5314 - MetaSpace 511 Equip & Fixtures 1,000.00           659.75 340.25 66.0%
5315 - Postage 500.00              444.33 55.67 88.9%
5316 - Collection Maintenance & Repair 6,000.00           4,696.37 1,303.63 78.3%
5317 - MetaSpace Maintenance 8,300.00           7,149.93 1,150.07 86.1%
5318 - Thingery Maintenance 3,500.00           1,696.79 1,803.21 48.5%
5326 - Periodicals 1,200.00           1,015.09 184.91 84.6%
5327 - Newspapers 1,800.00           1,314.60 485.40 73.0%
5328 - Books 70,000.00        52,037.36 17,962.64 74.3%
5329 - AV Materials 11,000.00        8,239.36 2,760.64 74.9%
5330- Thingery Collection 1,000.00           708.79 291.21 70.9%
5331 - Programming 10,000.00        7,702.08 2,297.92 77.0%
5332 - Mileage 500.00              397.13 102.87 79.4%
5333 - Outreach 3,000.00           1,763.52 1,236.48 58.8%
5335 - Training & Travel 5,000.00           6,068.09 (1,068.09) 121.4%
5340 - Electronic Tools & Services 9,600.00           5,880.31 3,719.69 61.3%
5341 - Cafe 24,742.00        24,742.00 0.00 100.0%
5343 - Data Lines 1,200.00           600.00 600.00 50.0%
5344 - Shared County Databases 3,954.00           3,954.00 0.00 100.0%
5349 - Digital Collections 14,665.00        15,323.81 (658.81) 104.5%
5395 - Repairs & Maintenance 12,000.00        6,573.23 5,426.77 54.8%
5399 - Other 544.00              282.11 261.89 51.9%
5810 - Furniture & Fixtures 1,000.00           876.00 124.00 87.6%
581100 - Equipment<$5,000 -                     0.00 0.00
511105 - Equipment >$5,000 -                     0.00 0.00

Mukwonago Community Library Executive Summary 2023
AS OF 10/12/2023
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TOTAL Budget Accounts 1,111,626.00  826,145.84 285,480.16 74.3%
Donation Accounts
Balance from 2022 41,438.93        
4890 - Donations Revenue 2023 69,803.51
5806 - Donation Expenditures 2023 (91,724.14)
TOTAL Donation Accounts 19,518.30        (21,920.63)
OVERALL TOTAL 263,559.53

Department Name 2023 Budget
As of 

9/30/2023
Property tax 518,315 518,315 100%
Inter Gov Revenue 569,811 287,511 50.5%
Copies & Faxes 5,500 4621 84%
Material Replacement 1,000 1,611 161%
Book Sale Revenue 3,500 3,623 104%
Fines 13,000 14,052 108%
Misc. Revenue 0 3,431 *SEE NOTE
Interest Revenue 500 15,544 3109%

Total Revenue 1,111,626 848,708 76.3%

* NOTE: Received $2,526.53 in Spectrum civil settlement

Mukwonago Community Library
REVENUE 2023 
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Account Vendor Memo Amount
5219 Professional Services Baker Tilly US Final Audit Bill 52.21
5219 Professional Services Baker Tilly US Final Audit Bill 191.44
5220 Contracted Services County Wide Extinguisher Fire Extinguisher inspection 344.75
5220 Contracted Services Great America Financial Services 11/10/23-12/09/23 353.14
5220 Contracted Services Illingworth- Kilgust Contract Agreement 2393.00
5220 Contracted Services Walworth County Security Alarms Fire Alarm Monitoring 540.00
5222 Electric WE Energies 7/21/23-8/23/23 3459.92
5222 Electric WE Energies 8/23/23-9/21/23 3217.18
5225 Telephone Brightspeed 8/21/23-9/20/23 189.09
5225 Telephone Spectrum/ Charter Communications 8/28/23-9/27/23 295.13
5225 Telephone Vonage- Village Charge 9/11/23-10/10/23 400.40
5226 Insurance Premiums R & R Insurance Cyber Policy 9.40
5226 Insurance Premiums R & R Insurance Q4 Workers Comp 229.07
5310 Outside Services Alsco Mats & Dusters 29.16
5310 Outside Services Alsco Mats & Dusters 29.16
5310 Outside Services America Aquaria Fish Tank Maintenance/ Sept. 85.00
5310 Outside Services Credit Card Monthly Service Fee Cantaloupe September 9.95
5310 Outside Services Credit Card Processing Fee 9/15/23-9/22/23 2.32
5310 Outside Services Credit Card Processing Fee 9/8/23-9/15/23 2.35
5310 Outside Services Credit Card Processing Fee 9/22/23-9/29/23 1.84
5310 Outside Services Credit Card Processing Fee 9/29/23-10/6/23 2.97
5310 Outside Services Klassy Kleaners Weekend Cleaning 1080.00
5310 Outside Services Steven Pautz Landscaping Services 310.00
5310 Outside Services Unique Management Services Placements 39.40
5311 Operational Supplies Amazon Business Cleaning Supplies 510.22
5311 Operational Supplies Quill copy paper 77.98
5311 Operational Supplies Walmart- Village Credit Card Cleaning Supplies 53.53
5312 Printing Central Offices- Village Charge Copier Lease 18.65
5312 Printing De Lange Landen Financial- Village Charge Copier Lease 18.08
5315 Postage Postage Used- August Village Charge 13.86
5317 MetaSpace Maintenance Alice Konkel Polymer Clay Class 150.00
5317 MetaSpace Maintenance Amazon Business Metaspace Supplies 89.21
5317 MetaSpace Maintenance Northern Laser Systems Air Assist Pump 500.00
5317 MetaSpace Maintenance Sign Up Genius- Village Credit Card Monthly fee/September 11.99
5318 Thingery Maintenance Amazon Business Thingery Supplies 19.99
5318 Thingery Maintenance Netflix- Village Credit Card 10/1/23-10/31/23 19.99
5318 Thingery Maintenance Netflix- Village Credit Card 9/1/23-9/30/23 19.99
5328 Books Abe Books _ Village Credit Card Books 6.28
5328 Books Amazon Business Books 211.31
5328 Books Amazon Business Books 12.49
5328 Books Baker & Taylor Book Credit -15.11
5328 Books Baker & Taylor Books 43.03
5328 Books Baker & Taylor Books 252.50
5328 Books Baker & Taylor Books 833.30
5328 Books Baker & Taylor Books 210.41
5328 Books Baker & Taylor Books 144.67
5328 Books Baker & Taylor Books 85.17
5328 Books Baker & Taylor Books 780.43
5328 Books Baker & Taylor Books 81.84
5328 Books Baker & Taylor Books 197.23
5328 Books Baker & Taylor Books 99.98
5328 Books Baker & Taylor Books 1080.60
5328 Books Brodart Books 204.01
5328 Books Brodart Books 411.25
5328 Books Brodart Books 204.37
5328 Books Center Point Large Print Large Print Books 141.25
5329 AV Material Amazon Business DVD 616.57
5329 AV Material Blackstone Publishing Audio Books 285.94

MUKWONAGO COMMUNITY LIBRARY
 ACCOUNT  #440-5511  LIBRARY

October 12, 2023
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Account Vendor Memo Amount

5330 Thingery Collection Amazon Business Thingery Items 415.58
5331 Programming Adagio Teas- Village Credit Card Tea 19.75
5331 Programming Adagio Teas- Village Credit Card Tea 19.75
5331 Programming Amazon Business YS Program Supplies 115.53
5331 Programming Amazon Business Adult Programming Supplies 33.16
5331 Programming Chad Lewis Winter Myths & Legends Program 350.00
5331 Programming Dollar General - Village Credit Card Adult Program Supplies/ Bingo 32.38
5331 Programming Hobby Lobby -Village Credit Card DIY Supplies 67.06
5331 Programming Hobby Lobby -Village Credit Card DIY Supplies 25.67
5331 Programming Tanya Hinz Painting Class 60.00
5331 Programming Walmart- Village Credit Card Adult Program Supplies 14.10
5331 Programming Walmart- Village Credit Card Program supplies 26.46
5331 Programming Wildlife In Need Center Education Program 269.65
5332 Mileage Eric Huemmer Memory Cafe & School Drop off 31.18
5333 Outreach Thomas Press Bookmarks 62.21
5340 Electronic Tools & Services GoDaddy- Village Credit Card Domain Renewal- 2 Years 67.96
5340 Electronic Tools & Services UKG Payroll Processing 351.26
5340 Electronic Tools & Services Velocity- Village Charge Endpoint Security 8.00
5349 Digital Collections Midwest Tape Hoopla 768.26

TOTAL REGULAR ACCOUNTS 23,395.85$  

Donation Expense Designated Bernstein & Associates NAGPRA Consultant/ WCCF Funds 2120.00
Donation Expense Designated Gaylord Archival- Village Credit Card Storage Boxes 70.22

Total Donation Expenses 2,190.22$     
Director Treasurer To Be Reimbursed 2,190.22       

Regular Donation Expenses -                 

Secretary Total  Expenses 25,586.07$  
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Village of Mukwonago 

 

DRAFT MINUTES OF THE LIBRARY BOARD 

BUILDING AND GROUNDS COMMITTEE MEETING 

Tuesday, September 19, 2023 
 
Time:   5:30 pm  
Place: Mukwonago Community Library, 511 Division St., Mukwonago, WI 53149  

 
1. Call to Order 

Chairperson M. Penzkover called the meeting to order at 5:30 p.m. 
 

2. Roll Call and Introduction of Guests 
Board Members Present 
 M. Penzkover 
 E. Brill 
 J. Gasser 
 H. Pringle 
  
Board Members Excused 
 S. Kaufman 
 
Also Present 
A. Armour, Library Director 

 
3. Approval of Minutes 

E. Brill/ H. Pringle motioned to approve the Building & Grounds Committee Meeting 
Minutes from April 13, 2023. Unanimously carried. 

 
4. Discussion/Action Items  

4.a Facilities Updates 
Director Armour and E. Brill shared updates on the Village fiber internet project. 
Recommended that the Library should still budget for purchasing a few months of cable 
internet in 2024 for the phone lines in case the water tower project is on schedule. Fiber 
internet is on the Village’s capital plan but nothing firm, including funding, has been 
decided at this time.  
 
Director Armour shared updates on the landscaping. Seasonal Landscaper O. 
Zimmerman cannot continue mowing this season and S. Pautz is finishing out the 
season again. Discussion centered around having DPW mow next year but still 
maintaining high quality landscaping. Committee directed Director Armour to gather 
costs from Createscapes on removing the mostly-empty terrace gardens, adding a 
mulch ring around the flagpole rocks, and other solutions to make mowing easier and 
bring back proposals at the next meeting. 
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4.b  Space Needs Analysis and Expansion Study from August 2020 
The Committee discussed the Space Needs Plan and Expansion Study as presented by 
A. Ramsey at the last Library Board meeting. The Committee decided that the Library 
Board would not be interested in pursuing this project due to the scope and costs. 
Discussion centered around post-pandemic changes to the library landscape, concerns 
that the proposal no longer meets the needs of the community, concerns about funding, 
and the desire to address separate spaces over the course of time rather than one big 
project. The Committee directed Director Armour to work with her staff to develop a list 
of priorities of spaces/needs to be addressed in a renovation plan and bring back the 
ideas to the next meeting.  

 
5. Referral Items 

None 
 

6. Confirm Next Meeting Date  
The next Building and Grounds Committee meeting will be held on Monday, November 
13 @ 6:30pm at the Mukwonago Community Library. 

 
7. Adjourn 

E. Brill/J. Gasser motioned to adjourn the meeting. Unanimously carried. Meeting was 
adjourned at 6:21 pm. 
 
 
 
Minutes submitted by Abby Armour 
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Village of Mukwonago 

DRAFT MINUTES OF THE LIBRARY BOARD MEETING  
FINANCE COMMITTEE 

Thursday, October 5, 2023 
 
Time: 6:00 pm 
Place: Mukwonago Community Library, 511 Division St., Mukwonago, WI 53149 
 
1. Call to Order  
Meeting called to order at 6:02pm by Chairperson S. Kaufman 
 
2. Roll Call and Introduction of Guests 

Board Members Present 
J. Gasser  
S. Kaufman 
H. Pringle  
C. Stienstra 

Also Present 
A. Armour, Library Director  

 
3. Approval of Minutes 
C. Stienstra/H. Pringle moved to approve the minutes of August 14, 2023 as presented. 
Unanimously carried. 
 
4. Discussion/Action Items 
4.a Draft Budget for FY 2024 
Discussion and possible action approving a draft budget for FY 2024. 
 
Director Armour presented her final draft budget for 2024. She explained that the health 
insurance increase of almost 18% was unexpected and the Village had decided to give 
3% COLA to all Village employees instead of the actual 6.02% due to this prohibitively 
high increase. She explained that she built the budget around the this 3% increase as 
well as the staff reorganization and wage ranges presented to and approved by the 
Personnel Committee that Monday. Discussion centered around budgeting around 
inflation and future steps to communicate wage concerns with the Village. J. Gasser/H. 
Pringle motioned to approve the draft budget as presented and recommend adoption to 
the Library Board at the next regular meeting. Unanimously carried. 
 
5. Referral Items - None 
  
6. Confirm Next Meeting Date - This committee meets as needed.  
 
7. Adjourn  
Chairperson S. Kaufman adjourned the meeting at 6:56pm. 
 
Minutes submitted by A. Armour 
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Village of Mukwonago 

  

DRAFT MINUTES OF MUKWONAGO COMMUNITY LIBRARY’S 

PERSONNEL COMMITTEE MEETING 
  

Monday, October 2, 2023 

  
Time: 6:00 pm 
  
Place: Mukwonago Community Library, 511 Division St., Mukwonago, WI 53149 

  

Call to Order 

The Vice President Donna Whalen called the meeting to order at 6:01 p.m. located in the 
Mukwonago Community Library Community Room, 511 Division St., Mukwonago, WI 53149 
 

Roll Call and Introduction of Guests 

Committee Members Present 
J. Darin 
M. Lacock 
E. Pautz 
M. Penzkover 
D. Whalen 

 
Also Present 

A. Armour, Library Director  

 
Approval of Minutes 

M. Penzkover/J. Darin motioned to approve the minutes from the Personnel Committee 

meeting on June 29, 2023. Unanimously carried. E. Pautz abstained. 

  

Discussion/Action Items 

  
Job Descriptions 

Discussion and possible action on new job descriptions for the staff reorganization. 

D. Whalen noted the impressive work that was accomplished regarding the job descriptions 

and asked if the employees have had any participation in the initial development of job 

descriptions. Exempt and nonexempt status was discussed and prior to finalization legal 

was asked to be consulted regarding this status for certain job descriptions. Further 

discussion centered around how the job descriptions were created.  

J. Darin/M. Penzkover motioned to refer the job descriptions back to Director Armour so she 

can consult the staff prior to having the information brought back to the full board. 

Unanimously carried.  
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Compensation 

Discussion and possible action on compensation structure and wage ranges for new job 

descriptions. 

Director Armour discussed how the DPI Wage Study Comparisons was conducted. It was 

discussed to possibly have the Village put the Library on their next wage compensation and 

classification study. The question arose how this compensation structure affects the 2024 

budget and further conversation centered around the percentages.   

J. Darin/M. Lacock motioned to bring the new compensation documents to the full board. 

Unanimously carried. 

 

Referral Items 

Updated Village of Mukwonago Employee Handbook to be looked over further by the 

Personnel Committee. 

 

Confirm Next Meeting Date  

To Be Determined 
 
 

Adjournment 
M. Penzkover/J. Darin motioned to adjourn the meeting. Unanimously carried. Meeting was 
adjourned at 6:53 pm. 
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Mukwonago Library Board 

Policy Committee DRAFT Meeting Minutes 

Meeting of Tuesday, September 26, 2023 

1. Call To Order 

The meeting was called to order at 12:00 p.m., September 26, 2023 by Policy Chair Howard 
Pringle.  
 

2. Roll Call and Introduction of Guests 

In attendance were committee members Trustees Diane Magolan, Howard Pringle, Carol 
Stienstra, and Donna Whalen. Also in attendance was Library Director Abby Armour. There 
were no guests. 

3. Approval of Minutes 

3.a The minutes of the June 29, 2023 Policy Committee meeting were reviewed. The 
minutes were approved as submitted. 

Motion by Whalen, second by Pringle. Motion approved. 
 

4. Discussion/Action Items 

4.a Confidentiality, Privacy, and Surveillance Policy 

Library Director Armour explained and detailed the changes to the Public Behavior 
Policy that had been reviewed by Village legal staff after the last Policy Committee 
meeting and which was being presented to the Committee for final review. Some 
minor updates were incorporated into the policy at the suggestion of Village legal 
but it was felt that no substantial revisions or additions to the policy were 
necessary. The Committee recommends that the revised policy incorporating the 
language from legal staff and incorporated into the policy by Director Armour be 
forwarded to the Board for approval and adoption at  the October 12 Board 
meeting.  

Motion by Whalen, second by Magolan. Approved unanimously. 

4.b Public Computers and Internet Access Policy 

Library Director Armour reviewed the Public Computers and Internet Access Policy 
and detailed the multiple changes she had recommended to the policy. The changes 
are primarily in the area of adjusting the policy to changes in both the internet and 
the usage of the internet along with some changes to public computer usage that 
better reflect other approved policies. Because of its direct impact on the public and 
public services, the Committee recommends that the revised policy be forwarded to 
the Village legal staff for review and, after legal review, returned to the Policy 
Committee for final review at its next meeting, tentatively scheduled for October 
31, 2023. 
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Motion by Magolan, second by Stienstra. Approved unanimously. 

5. Referral Items 

There were no referral items. 

6. Confirm Next Meeting Date 

The next meeting of the Policy Committee is tentatively scheduled for Tuesday, October 31 
at noon. Planned for discussion are a final review of the Public Computers and Internet 
Access Policy and an initial review of Emergency Procedures. 

7. Adjourn 
 

Stienstra moved, second by Whalen that the meeting be adjourned. Motion passed 
unanimously. The meeting adjourned at 12:47 p.m. 

 
Minutes submitted by Howard Pringle, September 26, 2023 
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Library Director Report: October 2023 
 
Director Meetings and Activities 
Much of my time was spent concluding the monthslong work on writing job descriptions and 
compiling wage data for the Personnel and Finance Committees who both met last week. The 
staff have gotten a chance to view their job descriptions and the budget is built around the 
wage ranges borne of the market comparisons I and the sate conducted this year.  
 
We have had a couple NAGPRA consultations this month, one of which resulted in identifying 
some items that are on display as culturally affiliated. I worked with the Mukwonago Historical 
and Museum Society to remove these items as quickly as possible and they are now in storage 
with other sensitive items. We anticipate receiving a request for repatriation soon. Bernstein & 
Associates is working on the Inventory for the items identified as Associated Funerary Objects 
(AFOs) and we will continue working with those Tribes to get those items repatriated as quickly 
as possible and according to NAGPRA law.  
 
After a long break, our HVAC system is acting up again with one air handler getting tripped and 
shutting off multiple times in the last week. Ilingworth-Kilgust has been working on solving the 
issue, but it appears to be the refrigerant unit is turning on when it’s under 60 degrees outside.  
 
I attended Fall Fest at the invitation of Kay’s Dance Academy. Kay’s had brought in Disney 
Princess Belle who children could meet and, since Belle is an avid reader, Kay’s invited the 
Library to do a storytime. It was a fun experience, a great way to work with a community 
partner, and Kay’s Dance Academy generously donated the proceeds to the Library.  
 
I, along with Trustee Gasser, attended the Bridges Library System Trustee Appreciation Event 
on September 28 at the Watertown Public Library. This is a fun event where trustees from all 
the other libraries in the system can meet each other, have a meal, and listen to a speaker. I 
appreciate that Bridges recognizes the trustees each year because they work very hard for our 
public libraries! 
 
Circulation (Emily Ceithamer)  
In the last month Abby and I conducted interviews and hired our new shelver, Abigail. She just 
graduated high school and is interested in pursuing a library career, so we were really excited to 
have her join our team. 
 
On September 20th I was able to attend the Café Circulation meeting at the Hartland Public 
Library. These meetings happen twice a year and it’s a great opportunity to see the other 
Circulation Supervisors in the Bridges Library System. We talk about procedures and ways to 
make things better in all of our departments. It’s also great catching up in person as I email a lot 
of these people weekly or monthly, but don’t get the opportunity to see them in person often. 
We have a great group and I always leave those meetings feeling empowered by everyone as 
well thankful to have a great group of individuals to lean on for support. 
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Once again with all of the changes in staff of our part-time people, schedules were moved and 
so many staff members helped in circulation this month. I’m always very grateful for the team I 
work with and especially the circulation team because they are an exceptional group of 
individuals. 
 
Children’s Department (Jane DeAngelis) 
October special events include Clear Skies: Solar and Lunar Eclipses with David Beine on 
Saturday, October 7th at 2:00 pm, Wildlife in Need on Tuesday, October 10th at 6:30 pm, and 
Trick-or-Treating at the Library on Friday, October 27 from 3:30 pm to 5:30 pm. 
 
In anticipation of the October 14th Annular Solar Eclipse, we will be handing out eclipse glasses, 
starting at the eclipse program on October 7th. 
 
Children are invited to participate in an in-library Halloween Joke scavenger hunt where we give 
them the joke and they need to find the punchline in order to earn a free book. 
 
Reference and Adult Services (Chris Stape) 
Several events coming up in October. We’ll be having a performance by “The Garbage Pickers” 
bluegrass band, a murder mystery program with local author Rod Vick, an online genealogy 
searching class presented by the owner of “Archive Your Past,” and a painting class. The usuals 
continue as well—movies, Bingo, Book Clubs, etc. One thing we’re beginning in October is our 
“Tea of the Month Club.” The Spices will go on hiatus through the holidays. The teas will work 
similarly with the exception that checking out at least one item will be required. If and when 
the Spice Club resumes, it will also have a check-out requirement. One thing of note is the 
demand for our notary services. The last couple of months have been pretty overwhelming—
easily averaging 2-3 people a day, and for some odd reason, folks are coming in with 5 or more 
things that need notarized, AND they require multiple witnesses. Providing witnesses, i.e. staff 
members, can be pretty time consuming.   
 
Technical Services and Thingery (Mary Jo Isely) 
488 new items were processed and cataloged in September.  A rousing 1,139 items were 
checked out from the Thingery during the Summer Library Program (stats received in Sept.).  
Final preparation of the Horwitz-Deremer Planetarium Pass is complete; the pass will be ready 
for circulation the beginning of October. Also coming to the Thingery in October are a Knife 
Sharpener & a Pickleball Net & Paddle Set. The Kayak & Paddleboard rack is working well.  5 
Thingery items were not returned and are considered lost to the collection:  2 Rokus, 1 Hotspot, 
Ring Toss Game & the Junior Metal Detector.  3 additional Circulation staff have indicated 
interest in training for Thingery maintenance and troubleshooting.  Continued the reviewing & 
editing of the troubleshooting manual for Thingery items as well as the Tech Services Manual.   
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MetaSpace 511 & Technology (Nancy Aycock) 
During September, MetaSpace 511 staff continued with shifting 

and space reorganization that started in August. Some things 

evaluated are makerspace equipment in storage due to lack of 

space, low usage, and equipment failures. One of the items that 

has not been in use is the Augmented Reality (AR) Sandbox. The 

AR Sandbox is a fantastic learning experience for kids and teens. 

However, it is also a sandbox with 200 lbs of sand with fine 

particles that end up on the floor and inevitably onto and even 

into other makerspace equipment.  

The last time we used the 

AR Sandbox was when we 

took it to Maker Faire Milwaukee in 2021, and it was quite 

the process of packing and lifting to take it there and 

bring it back. We have explored other options for using it 

in the library, even consulting exhibit builders at the Betty 

Brinn Children’s Museum. The best solution was to put it 

in storage due to the sand, small makerspace, and 

technology mixture.  

Storing something like the AR Sandbox is a shame, so 

we found a better solution. Lead Innovator Nancy met 

Aaron Huebner, an Oconomowoc High School Science 

Teacher. He was so excited to learn that MetaSpace 

511 had an AR Sandbox and wanted to know more 

about it. In conversations, we offered to donate the 

AR Sandbox to Aaron to use in his classroom since 

donating the AR Sandbox to a school was a perfect 

educational fit. He enthusiastically accepted and drove 

out with a trailer to pick it up (picture at right). 

We look forward to seeing more pictures, which we’ll share, once he finishes setting up the AR 

Sandbox in his classroom and starts using it with his students. 

Lead Innovator Nancy was sick for a few weeks in September and 

was out for several days. Unfortunately, this led to canceling 

makerspace appointments and classes because there are no cross-

trained adult staff members to help in the makerspace during events 

like this. Innovator in Residence Jack has been stepping up and 

assisting with more administrative tasks like stats, voicemail, email, 

scheduling, etc., and teaching while Nancy was in but unable to teach 

due to recovery. We have been short one intern since the end of August, leaving ten hours of 
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project work a week on the table and canceling kids programs like STEAM Design Lab, LEGO 

Club, Kids Who Code, and Family Maker Days/Nights. Unfortunately, there has not been a lot of 

interest from the high school students for the internship, which we promoted with the IT 

Academy teachers back in June. We recently conducted interviews and hired Cameron, whom 

you may recognize from their involvment with TAB and helping out during SLP. We are very 

excited for Cameron to start! 

Community Engagement Coordinator (Eric Huemmer) 
Community Engagement: September meant an uptick in working with community organizations 
as we gear up towards the fall and holiday seasons. We reconnected with Angie Schubert, the 
new programming director for the Autism Society of Southeastern Wisconsin (ASSEW) to 
discuss serving residents with autism or other development needs in 2024, as well as their 
support with the Sensory Friendly Tree Lighting we have each year in conjunction with the 
Mukwonago Chamber. 
 

Sandy Martin, who comes in every Thursday to the Library on 
behalf of the Job Center of Wisconsin, was our guest speaker 
for the Mukwonago Rotary and spoke to club members about 
what services they offer for both job seekers and local 
businesses. She also brought Tom Walsh, Labor Market 
Economist with WOW Workforce Development, who was able 
to drill down into some of the labor data for Mukwonago. 
(Left to Right: Sandy Martin, Tom Walsh, and Peter Barrette – 

current President of the Mukwonago Rotary.) We’re also working with Sandy on additional 
resources for residents, including the potential for a financial literacy series.  
 
Events & Programs: The Purple Springs Memory Project will be growing as we welcome two 
additional libraries (New Berlin and Muskego) into the rotation. This will grow our footprint for 
serving residents throughout the Mukwonago Area and spread the work out between four 
libraries instead of three, especially with the departure of Waterford at the end of 2023. 
 
The Jack-O-Lantern Jaunt & Halloween Haunt is coming up on October 13-14 at Field Park. 
Working in conjunction with the organizers and the Mukwonago Rotary, the Library will again 
host the Community Art Project.  
 
The Teen Advisory Board continues to grow and is now the largest active group of teen 
volunteers in my two years with the Library. We’re involving them in more of our annual and 
community events and feedback to appeal and involve even more teens in shaping how the 
library serves our younger patrons.  
 
We’re also continuing to ramp up our planning for our Annual Holiday Tree Lighting 
(Wednesday, Nov. 29) and the Sensory Friendly Tree Lighting (Thursday, Nov. 30) with the 
support of the Mukwonago Chamber and ASSEW.  
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Strategic Priority Strategic Goal Strategy Strategy Owner Time Frame
Order of 
Operations

EMBRACE 
COMMUNITY 

We employ friendly, knowledgeable staff who are 
always available to help users with the wide variety of 
requests and needs found in a modern public library.

Conduct staff time study to determine gaps in needs and 
efficient use of skills and talent

Library Board and Director Armour 2023

0

EMBRACE 
COMMUNITY 

We provide a variety of age-appropriate and accessible 
spaces that enable both independent and collaborative 
activities.

Revisit the space needs plan considering post-pandemic needs 
such as more study rooms

Library Board and Director Armour 2023
0

EMBRACE 
COMMUNITY 

We employ friendly, knowledgeable staff who are 
always available to help users with the wide variety of 
requests and needs found in a modern public library.

Examine staffing levels to determine what is needed to meet 
the demands of providing timely circulation, help at the 
Information Desk, and help at the Youth Services Desk

Library Board and Director Armour 2023

0

• Alexandra Ramsey of Engberg Anderson Architects to re-present the Spaces Needs Analysis and Expansion Study at the September 2023 
Library Board meeting. 
• Building & Grounds Committee discussed revisit of Space Needs Analysis end of September 2023 and decided that the plan no longer 
aligned with the vision for the library and the cost was very high; directed Director Armour to consult with staff and bring back list of 
priorities they think need to be addressed

Strategic Plan 2023-2025 Operational Priorities and Implementation Updates
Prepared by: Abby Armour
Updated for Library Board October 12, 2023

Purpose: This document takes the individual goals of the Strategic Plan and ranks them hierarchically based on importance and timeliness. Updates are provided to show progress on each goal. 

Order of Operations Numbering Heirarchy:
0 - this must be in place before we can even think about anything else
1 - this is foundational to completing other goals
2 - this uses foundational work from "1" heirarchy to address a goal
3 - this uses information and/or findings from "1" and "2" heirarchy to complete a goal

• Library staff successfully completed time study between Janaury 30 and February 25. Director Armour compiled the data into  Time 
Study Analysis shared with Personnel Committee on April 24, 2023 with proposal for a staff reorganization. 
• Library Board approved moving forward with staff reorganization on July 13, 2023. Director Armour has completed writing job 
description and gathering wage comparison data from comparable libraries. Is currently working on classification and 2024 budgeting. 
• Circulation Clerks have begun cross-training on Thingery maintenance. Kayaks/SUPs relocated outside to make space for new 
workstation built to accomodate special duties. 
• Director Armour, Circulation Supervisor, and Administrative Assistant began working with Bridges Library System to be one of the first 
libraries in the system to implement new NCIP integration to WisCat. NCIP rolled out on September 11, 2023. Efforts will make ILL more 
efficient, faster, and easier to cross-train. 
• Director Armour wrote job descriptions for staff reorganization to address issues identified by time study. Consulated with Village HR 
September 2023 to ensure compliance with Village standards of practice. Conducted Compensation Study in summer 2023 with 
comparable libraries for wage comparisons. Participated in Wisconsin Library Survey and recieved information on wage comparisons for 
library workers across the state in August 2023. Attempted to class jobs against the Village classification but wage ranges too low to 
accurately class. Developed wage ranges based on averages of commensurate library wages. 
• Personnel Committee approved new job descriptions and Library Board will consider all together at October 2023 meeting. 
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CULTIVATE 
CONNECTIONS

We collaborate and partner with a wide variety of 
community organizations, businesses, schools, and 
governmental entities to further weave the library’s 
presence in the community.

Examine staffing levels needed to build and sustain this level of 
integration into the community

Library Board and Director Armour Continuous

1

CULTIVATE 
CONNECTIONS

We collaborate and partner with a wide variety of 
community organizations, businesses, schools, and 
governmental entities to further weave the library’s 
presence in the community.

Work with stakeholders on ensuring the Grutzmacher 
Collection is properly cared for, is compliant with NAGPRA, and 
readily available to the community 

Adult Services Team, Library Board, and 
Director Armour

Continuous

1

• Director Armour directed Youth Services Librarian to begin gathering data and recording reflections on the use of the Youth Services 
desk. 
•  Director Armour and Circulation Supervisor examined data on amount of time needed for shelving. Director hired two more shelvers in 
May 2023. Hired Summer Shelver in June 2023 to help with increase in circulation during summer months. Consistently have no extra 
carts that need to be shelved. Info Desk librarians and Circulation Clerks can focus on serving customers instead of helping with shelving. 
Director Armour is utilizing un-used budgeted wages to begin increasing Circulation Clerk hours to facilitate cross-training. The 2024 
budget will be built with increased hours, but increasing now as the opportunity has presented itself will allow for a more efficient and 
smoother transition of duties as well as increased confidence in the newly trained Circulation Clerks who will have more time to learn the 
new tasks. 
• Director Armour, Technical Services Team, and Circulation Team began implementing Thingery maintenance by Circulation Clerks in 
September 2023 to increase turnaround time of Thingery items back into circulation and decrease workload on Technical Services 
Librarian. Director Armour built separate workspace for Thingery work and other dedicated tasks the Circulation Team is being cross-
trained on. 
• Director Armour and Adult Services Librarian implemented new Info Desk schedule October 2023. New schedule will give the Adult 
Services Librarian and Program Assistant more desk hours which would free up desk hours for other specialists and therefore allow for an 
increase in programming and services elsewhere. 

• Director Armour provided schedule of community events the Library will particpate in and required each Deparment Head to sign up for 
one. Extreme planning allows staff to plan around these events and to give plenty of notice for shift coverage. 
• Unspent personnel budget dollars (due to absences and turnover) in 2023 being spent on extra hours for Circulation Team to attend 
outreach events such as the Jack-O-Lantern Jaunt. 
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CULTIVATE 
CONNECTIONS

We provide user-friendly and appealing ways to learn 
about the Library.

Examine current website and determine if it meets the needs of 
users seeking information about the Library

Library Board and Director Armour 2023
1

CULTIVATE 
CONNECTIONS

We provide user-friendly and appealing ways to learn 
about the Library.

Invest in marketing and outreach materials Library Board and Director Armour Continuous
1

EMBRACE 
COMMUNITY 

We employ friendly, knowledgeable staff who are 
always available to help users with the wide variety of 
requests and needs found in a modern public library.

Use data to analyze open hours and availability of staff to 
appropriately provide programs and services 

Library Board and Director Armour 2023

1

• Outgoing Loan Agreement with MHMS finally executed on July 19, 2023. Director Armour created and attached Loan Inventory and 
Loan Condition Report as well as the latest appraisal. Certificates of Insurance were exchanged.Director Armour created and posted 
signage at the Red Brick Museum denoting ownership of the Collection, as per the Loan Agreement.  
• Grutzmacher Collection Management Policy updated and published on June 15, 2023. Danielle Benden of Driftless Pathways drafted the 
policy and accompanying forms utilizing museum standards of practice. 
• Director Armour created composite catalog that includes Collection metadata along with embedded photos taken at the time of 
cataloging. Makes it easier to find and identify items as well as create paperwork needed for loan agreements.
• Have engaged in seven (7) consultations with Tribes this year. One still awaiting rescheduling. 
• Adult Services Librarian is continuing follow-up calls to Tribes regarding NAGPRA Summary. Anticipate to finish by end of summer.
•  First ever repatriation on April 11. Transfer of control and care-and-trust agreeements signed and in place. Working on physical 
retrieval. 
•  Library Board approved FAQs on Collection May 10, 2023. Published to website, shared monthly in newsletters. FAQs have been 
updated monthly to include time investment totals and to accurately reflect where the Library Board is in creating policies, complying 
with NAGPRA, etc. 
•  Robert "Ernie" Boszhardt reviewed the Native American items in the Grutzmacher Collection July 6, 2023, to identify previously 
unidentified NAGPRA eligible items and fakes. Report identified two (2) potential NAGPRA eligible items on display. Director Armour 
following up with Tribes that may be interested in this new information. Grutzmacher Collection Committee will discuss Ernie's 
recommendations for display curation at next meeting. 
• Director Armour presented at the national American Library Association (ALA) Conference in Chicago on June 25, 2023. The topic of the 
session was "Implementing the Native American Graves Protection and Repatriation Act (NAGPRA) in a Public Library: Real Life 
Experiences and Practical Advice" and was presented with Claire Wilbert of Bernstein & Associates NAGPRA Consultants.
• At the invitation of the Village Administrator, Director Armour presented at the Mukwonago Rotary Club on July 27, 2023, about the 
history of the Grutzmacher Collection and how the Library Board has been complying with NAGPRA. 
• September 2023 As a result of consultation, Director Armour and MHMS quickly removed from display items identified for repatriation.

• Adult Services Librarian developed and deployed survey on library's website. Have received quality feedback so far; will run through 
May. This will determine a benchmark prior to any changes made to the website. Post-change data will be collected to determine if easy 
fixes solved the issue or if we need to recommend contracting out for bigger work.
• Director Armour and Adult Services Librarian discussed outcomes of survey in August 2023. Adult Services Librarian made minor 
changes to website to reflect improvements suggested by website visitors and his own research. Work to be completed by the end of 
September 2023 in anticipation of shifting this duty to the Marketing & Outreach Specialist's position. 

Purchased new branded pens for use at upcoming Farmer's Markets and other outreach June 2023. Director Armour tasked Community 
Engagment Coordinator with developing MCL-centered water bottle stickers for on-trend promotion. 

• Library Board approved new hours for fall 2023 based on data presented by Director Armour. The Library will now close at 8:00pm on 
weeknights as the final half hour of opening was not busy. The change will concentrate professional staff during the busiest hours of the 
day and save money on Circulation staffing while customers can still get materials in the smartlockers. Director Armour will bring other 
options to the Library Board for future considerations of operating hours. 

Strategic Plan 2023-2025_Operational Priorities and Implementation Updates.xlsx Page 3 26



EMBRACE 
COMMUNITY 

We employ friendly, knowledgeable staff who are 
always available to help users with the wide variety of 
requests and needs found in a modern public library.

Provide, promote, and enable staff development opportunities 
that improve customer service and professional skills

Library Board and Director Armour Continuous

1

EMBRACE 
COMMUNITY 

We provide a variety of age-appropriate and accessible 
spaces that enable both independent and collaborative 
activities.

Work with Village to ensure Library building needs help fulfill 
Village goals

Library Board and Director Armour Continuous
1

EMBRACE 
COMMUNITY 

We eliminate barriers to access in order to provide 
engaging and accessible ways for users to find what 
they need.

Provide, promote, and enable staff development opportunities 
that focus on serving underserved and marginalized 
populations

Library Board and Director Armour Continuous
1

EMBRACE 
COMMUNITY 

We eliminate barriers to access in order to provide 
engaging and accessible ways for users to find what 
they need.

Conduct study to determine which geographic areas and 
demographics do not currently use the Library

Community Engagement Team and 
Director Armour

2023
1

INSPIRE CREATIVITY
We focus on providing early literacy collections, 
services, and programs for our growing community. 

Assess the capacity of the Youth Services Department to meet 
the needs of young children, tweens, and teens

Library Board and Director Armour 2023
1

•  Library Board closed library on January 20, 2023, for Staff Development Day. Staff learned about customer service from presentation by 
Inspired Training and Consulting. Angela Meyers of the Bridges Library System also presented on hearing loops and accessibility and came 
back later to train newest staff.  
• Library Board closed library on May 12, 2023, for Staff Development Day. Staff learned about Safe Spaces and how to address 
customers in an inclusive way as well as how to handle stress in the workplace. The programming team shared information on the 
Summer Library Program so that everyone - from shelvers to Director - is on the same page, knows what to expect, and how to promote 
it. 
• Library Board closed library on August 18, 2023 for Staff Development Day. Staff learned about providing dementia-friendly service 
from Waukesha County ADRC. The programming team shared the results of the Summer Library Program and collected feedback from 
staff for future improvements. 
• Director Armour and Circulation Supervisor attended ALA Annual Conference in Chicago in June 2023. Director Armour presented on 
NAGPRA and Emily attended numerous educational sessions about cataloging, collection development, making libraries accessible, and 
general patron services.
• Lead Innovator and Community Engagement Coordinator attended Play, Make, Learn Conference in Madison in July 2023. LI learned 
about integrating STEAM concepts in programs, CEC spoke about using Dungeons & Dragons in a learning context. 

• Director Armour working with Village Administrator and Village contracted IT professional on upcoming internet connectivity issues in 
2024 posed by a Village infrastructure project.
• Now consistently working with Village DPW to get Library items into the Village's routine of posting to the state auction. Working to not 
duplicate efforts on getting rid of old items, integrates into DPW's timeline, and provides easy revenue. 
• September 2023 Added report from Village Board representative as a standing agenda item on all Library Board meetings.

• People with Hearing Impairment - Training on using hearing loops and accessibility during Staff Development Day on January 20, 2023.
• LGBTQ Community - Safe Spaces training during Staff Development Day May 12, 2023. 
• People with dementia - training from Waukesha County ADRC during Staff Development Day August 18, 2023

Director Armour directed Community Engagement Coordinator to begin consulting with other libraries on how they gather this data and 
investigating potential sources for this data. 

Director Armour directed Youth Services Librarian to begin gathering data and recording reflections on the use of the Youth Services desk. 
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INSPIRE CREATIVITY
We focus on providing early literacy collections, 
services, and programs for our growing community. 

Present regularly scheduled storytimes and programs built 
around early literacy concepts

Youth Services Team and Director 
Armour

Continuous 
1

INSPIRE CREATIVITY
We focus on providing programs and services to meet 
the wide variety of interests and needs of older adults.

Assess the capacity of the Adult Services Department to meet 
the needs of adults, retirees, and older adults

Library Board and Director Armour 2023
1

INSPIRE CREATIVITY

We strive to build collections in all formats that reflect 
our community and satisfy their information, 
education, and entertainment needs.

Encourage staff to seek out professional development that 
shows them cutting-edge collection development techniques 
and fresh ideas for new collections

Leadership Team and Director Armour Continuous

1

INSPIRE CREATIVITY
We listen to our users and stakeholders on what they 
need and value in the Library.

Conduct frequent surveys in multiple formats to continuously 
gather data on user preferences, needs, and satisfaction

Community Engagement Team and 
Director Armour

Continuous
1

CULTIVATE 
CONNECTIONS

We collaborate and partner with a wide variety of 
community organizations, businesses, schools, and 
governmental entities to further weave the library’s 
presence in the community.

Provide, promote, and enable staff engagement at key 
community events

Library Board and Director Armour Continuous

2

CULTIVATE 
CONNECTIONS

We provide user-friendly and appealing ways to learn 
about the Library.

Explore options to utilize entryway for better communication of 
Library and community events and resources

Leadership Team and Director Armour 2024
2

• MetaSpace 511 Lead Innovator began class "Thread And Circuits: A Guide to Electro-Textiles." Plans to bring circuit-based textile 
exploration to the MetaSpace. 
• Circulation Supervisor attended ALA Annual Conference in Chicago and attended numerous educational sessions about cataloging, 
collection development, making libraries accessible, and general patron services.

• Director Armour directed Community Engagement Coordinator to identify multiple access points for data gathering (i.e. at programs, at 
desks, at community events, local businesses). Gathered data via "Library Lovers Month" survey on website February 2023.
• Conducted post-SLP survey via digital form during August 2023. Data compiled by Community Engagement Coordinator and shared with 
staff. 

•  Director Armour directed Community Engagment Coordinator to develop a list of dates for 2023 outreach opportunities at the 
Farmer's Market, SLP Kick Off, Jack-o-Lantern Jaunt, and Holiday Tree Lighting. Everyone on the Leadership Team had to select two dates. 
Provides time to plan for desk shift coverage. Farmer's Market planned for every other week throughout summer; Info Desk schedule 
rearranged so Community Engagment Coordinator can attend. 
•  Director Armour sent Community Engagment Coordinator to National Night Out for the first time August 2023. Will determine if this 
event if worth devoting more staff time and increased engagement for future years. 
• Unspent personnel budget dollars (due to absences and turnover) being spent on extra hours for Circulation Team to attend outreach 
events such as the Jack-O-Lantern Jaunt. 

This goal has been met. 

•  McAdams family portrait and new, professional signage relocated to point of prominence next to front door. Electrical outlet relocated 
lower and now with USB ports.
• Entryway painted, slatwall installed. MetaSpace entryway painted and slatwall installed. Sign holders and signage for interest groupings 
purchased. Directives to staff to improve organization and user-friendliness of flier presentation, unused mobile display relocated to entry 
for marketing purposes.  
• Brochure holder repurposed and relocated to below community board for easier discovery of community resources.
• Standing signs now in use for permanent identification of what is happening in the Community Room. 
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CULTIVATE 
CONNECTIONS

We provide user-friendly and appealing ways to learn 
about the Library.

Use data to determine the preferred communication platforms 
of our users and tailor our marketing accordingly

Community Engagement Team and 
Director Armour

2024
2

EMBRACE 
COMMUNITY 

We provide a variety of age-appropriate and accessible 
spaces that enable both independent and collaborative 
activities.

Conduct noise evaluation and explore solutions Library Board and Director Armour 2024
2

EMBRACE 
COMMUNITY 

We provide a variety of age-appropriate and accessible 
spaces that enable both independent and collaborative 
activities.

Use data to determine needs for youth and teen areas Library Board and Director Armour 2024
2

EMBRACE 
COMMUNITY 

We provide a variety of age-appropriate and accessible 
spaces that enable both independent and collaborative 
activities.

Examine the needs and location of the MetaSpace 511 Library Board and Director Armour 2024
2

EMBRACE 
COMMUNITY 

We eliminate barriers to access in order to provide 
engaging and accessible ways for users to find what 
they need.

Explore the possibility of going fine free Library Board and Director Armour 2024
2

EMBRACE 
COMMUNITY 

We eliminate barriers to access in order to provide 
engaging and accessible ways for users to find what 
they need.

Examine shelving, displays, and furniture for ease of use and 
age-appropriate accessibility

Leadership Team and Director Armour 2023
2

EMBRACE 
COMMUNITY 

We eliminate barriers to access in order to provide 
engaging and accessible ways for users to find what 
they need.

Explore options for displaying and storing The Thingery items
Technical Services Team, Library Board, 
and Director Armour

2024
2

•  Director Armour directed Community Engagement Coordinator to begin developing, implementing, and compiling survey data on 
where customers get their information on the Library and what they find is the most useful information types/mediums
•  Director Armour has been conducting survey at Bubble Boogie throughout spring and summer 2023; data shows that most participants 
rely on the events calendar and word of mouth to learn about programs. Data shared with Community Engagement Coordinator to drive 
future decisions. 

• Director Armour directed Lead Innovator to begin collecting data on programs and appointments in the MetaSpace. Lead Innovator 
shared outcomes of survey and observations in August 2023; data shows that users prefer programs on Tuesday nights and Wednesday 
mornings; Director Armour worked with Lead Innovator to adjust her work schedule to reflect this.
• Lead Innovator implementing uniform schedule for fall 2023 with routine open times, program slots, and sign up via LibraryCalendar (as 
opposed to a separate platform that has hitherto been used). Anticipating consistency in availability will improve user experience as well 
as new user discoverability. 

• New children's play area fixtures purchased and installed spring 2023. Includes a reading house, repurposing the unused light table from 
the teen area, child-size reading benches, and a new train table. Area re-arranged to group noisier hands-on exploration as far from the 
adult area as possible and provide multiple areas for families to sit and read together. 
• Outlets in Community Room replaced with child-proof outlets.
• Kayaks and Stand-Up Paddleboards (SUPs) relocated outside August 2023. Easier for customers to pick up and unload these items 
directly on the new rack, decreases liklihood of staff injuring themselves brining these bulky items out through two doors, and created 
space in the workroom for a dedicated Thingery maintenance area. Initial feedback from staff and customers is positive and more 
customers are aware that we offer them for checkout.
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INSPIRE CREATIVITY
We focus on providing early literacy collections, 
services, and programs for our growing community. 

Analyze youth program offerings to determine if we are 
meeting the needs of the community 

Leadership Team and Director Armour Continuous
2

INSPIRE CREATIVITY
We focus on providing early literacy collections, 
services, and programs for our growing community. 

Examine the usage and available staffing of the Youth Services 
desk

Leadership Team and Director Armour 2024
2

INSPIRE CREATIVITY
We focus on providing programs and services to meet 
the wide variety of interests and needs of older adults.

Examine the usage and available staffing for services available 
to adults

Leadership Team and Director Armour 2024
2

INSPIRE CREATIVITY
We focus on providing programs and services to meet 
the wide variety of interests and needs of older adults.

Analyze adult program offerings to determine if we are meeting 
the needs of the community 

Adult Services Team and Director 
Armour

Continuous 
2

INSPIRE CREATIVITY

We strive to build collections in all formats that reflect 
our community and satisfy their information, 
education, and entertainment needs.

Assess The Thingery circulation, costs, and demands
Technical Services Team and Director 
Armour

2024

2

INSPIRE CREATIVITY
We listen to our users and stakeholders on what they 
need and value in the Library.

Provide short surveys for attendees of programs, then utilize 
that data to determine future program needs. 

Programming Team and Director 
Armour

Continuous
2

CULTIVATE 
CONNECTIONS

We collaborate and partner with a wide variety of 
community organizations, businesses, schools, and 
governmental entities to further weave the library’s 
presence in the community.

Embed Library staff and programs in major events and 
influential organizations that already are providing service to 
the community 

Programming Team and Director 
Armour

Continuous

3

CULTIVATE 
CONNECTIONS

We collaborate and partner with a wide variety of 
community organizations, businesses, schools, and 
governmental entities to further weave the library’s 
presence in the community.

Encourage other organizations to see the Library as a platform 
and hub for presenting, connecting, and sharing with the rest of 
the community

Community Engagement Team and 
Director Armour

Continuous

3

• Technical Services Librarian rearranged storage of Thingery items in work area and repurposed old fixtures spring 2023. Flow is 
improved, but still not enough space. 
• Technical Services Librarian worked with Communication Team to update Explore Pass brochures and boxes spring 2023; now uniform, 
attractive, and highlights the Friends of the Library's sponsorship of those items.
• Kayaks and Stand-Up Paddleboards (SUPs) relocated outside August 2023. Easier for customers to pick up and unload these items 
directly on the new rack, decreases liklihood of staff injuring themselves brining these bulky items out through two doors, and created 
space in the workroom for a dedicated Thingery maintenance area. Initial feedback from staff and customers is positive and more 
customers are aware that we offer them for checkout.

• Director Armour directed Communications Team to install a display and handouts at April 2023 election. Plans with Village Clerk to 
make this a regular occurrence. 
• Community Engagment Coordinator attends regular Rotary Club meetings. Director Armour gave presentation on NAGPRA to Rotary 
July 2023. 
• Director Armour attended school district focus groups for facilities studies throughout April and May 2023.
• Director Armour, Youth Services Librarian, and Community Engagement Coordinator all attended different schools for open house 
August 2023. 
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EMBRACE 
COMMUNITY 

We eliminate barriers to access in order to provide 
engaging and accessible ways for users to find what 
they need.

Explore technologies that help users find and get what they 
need faster and more efficiently

Leadership Team and Director Armour Continuous
3

INSPIRE CREATIVITY
We focus on providing early literacy collections, 
services, and programs for our growing community. 

Use data to analyze the youth collections to identify and 
address needs and weaknesses

Youth Services Team and Director 
Armour

Continuous 
3

INSPIRE CREATIVITY

We strive to build collections in all formats that reflect 
our community and satisfy their information, 
education, and entertainment needs.

Use data to analyze the shifting demands between physical 
items and digital items

Selectors and Director Armour 2025

3

INSPIRE CREATIVITY

We strive to build collections in all formats that reflect 
our community and satisfy their information, 
education, and entertainment needs.

Use data to develop procedures for selection, deselection, and 
collection maintenance 

Selectors and Director Armour 2025

3

INSPIRE CREATIVITY
We listen to our users and stakeholders on what they 
need and value in the Library.

Offer ways for users to recommend resources, programs, and 
services

Leadership Team and Director Armour Continuous
3

INSPIRE CREATIVITY
We listen to our users and stakeholders on what they 
need and value in the Library.

Develop workflow internally to share user suggestions and 
survey data amongst staff and close the loop on delivering 
outcomes in alignment with the data

Leadership Team and Director Armour 2025
3

• Café App upgrades launched July 2023. Director Armour updated Mukwonago portal to improve user experience; worked with Bridges 
to identify deployment issues. 
• Director Amrour advocated for and made motion to approve discovery layer at Café Council. In June 2023, Bridges will start pursuing an 
RFP for a discovery layer. The website survey conducted by the Adult Services Librarian showed that the top complaint of website visitors 
was actually the catalog interface. 
• Finalized rollout of using LibraryAware as email newsletter platform in April 2023. Platform is free. Customer feedback is positive.
• Smartlockers officially launched on May 1, 2023. Circulation Supervisor has done a lot of work to develop procedures and train staff for 
a smooth user experience. April 2023 approved Circulation Policy changes to ensure transparency and standards for this new service. 
Reception to new service is positive, especially for homeschool families.

• Rotary held annual State of the Village Address at Library January 2023. 
• State Representative Nik Rettinger held listening session at the Library on May 5, 2023. Rettinger's office plans to hold more in the 
future. This is the first elected official to use the library as an engagment platform since before the COVID-19 pandemic.
• Senator Bradley volunteered at the 2023 Summer Library Program Kick Off Event and met constituents.
• Worked with Village Clerk to have Wisconsin Election Commission get feedback from Library visitors on new voting envelopes
• Updated Circulation Policy April 2023 to include fine-free cards to the Mukwonago Area School District to further encourage and enable 
supplemental curricular material help
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Mukwonago Community Library 
Confidentiality, Privacy, and Surveillance Policy 

Approved by Policy Committee Sept. 26, 2023 – For Library Board Oct. 12, 2023 
 
Protecting Library user privacy and keeping confidential information that identifies individuals 
or associates individuals with their use of library books, materials, equipment, programs, 
services, facilities, and/or staff assistance is an important principle of the Mukwonago 
Community Library (MCL). This policy affirms the MCL's commitment to privacy, explains the 
information that the Library collects, and alerts visitors to Library facilities and users of 
remotely accessed Library services of the privacy choices available to them. 
 
I. Definition of Terms 
II. Legal Protections and Exceptions 
III. Library Records 
IV. Access to Accounts and Patron Responsibility 
V. Public Computer Use and the Library’s Automation Systems 
VI. Radio Frequency Identification (RFID) 
VII. Library Photos 
VIII. Video Surveillance 
IX. Illegal Activity Prohibited and Not Protected 
X. Enforcement and Redress 
Appendix A: Procedures for Complying with Law Enforcement Request for Information 
Appendix B: Surveillance Camera Usage Procedures 
 
I. Definition of Terms 

 
A. “Privacy” is the right to seek information through Library resources without having 

the subject of interest known or examined by others. 
 

B. “Confidentiality” exists when the Library possesses personally identifiable 
information and keeps that information private on the Library user’s behalf. 

 
C. “Personally identifiable information” is information such as name, library card 

number, e-mail or mailing address, telephone number, or any financial information 
relating to a patron and his or her accounts. 

 

D. “Library System” is a legal entity established under Wis. Stat. § 43. MCL has elected 
to participate in a Library System and therefore benefits from shared costs for 
databases, collections, and services. The Library System facilitates the purchase and 
maintenance of the shared catalog, patron database, and digital resources. MCL has 
no control over the Library System’s collection of any patron information and MCL 
does not use or disclose any of that information. 
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II. Legal Protections and Exceptions 

Wisconsin law has strong protections in place to assist public libraries in keeping records 
confidential.  In certain circumstances, Library records may be subject to disclosure to 
law enforcement officials under provisions of state law or federal law under the 
provisions of the USA Patriot Act (Public Law 107-56).  In accordance with the USA 
Patriot Act, public libraries must allow an immediate search and possible seizure of 
equipment or information if presented with an FBI National Security Letter or Foreign 
Intelligence Surveillance Act Warrant. Staff members are provided training in handling 
requests from law enforcement.  The staff procedure can be found in Appendix A to this 
policy. 
 
A. The relevant Wisconsin laws concerning the confidentiality of library records are 

Wis. Stat. § 43.30 and the Wisconsin Personal Information Practices Act (Sections 
19.62 to 19.80).  Library records include any record of use of library materials, 
resources, or services.  
 

B. Wis. Stat. § 43.30 requires that library records may only be disclosed under the 
following circumstances: 
i. With the consent of the individual library user. 
ii. To a custodial parent or legal guardian of a juvenile under 16 years of age. 
iii. By court order.   
iv. Upon the request of a law enforcement officer who is investigating criminal 

conduct alleged to have occurred at the Library.  In this instance, the Library 
shall disclose all records pertinent to the alleged criminal conduct that were 
produced by a surveillance device under the control of the Library. 

v. To persons acting within the scope of their duties in the administration of the 
Library or library system. 

vi. To other libraries for interlibrary loan purposes in accordance with the 
standards set forth in Wis. Stat. § 43.30 (2) and (3). 

vii. To a qualifying third party to assist with delinquent accounts.  Under the 
provisions of the law, the Library may only disclose the individual’s name; 
contact information; and the quantity, types, and value of unreturned 
materials, not the titles of the items. A “qualifying third party” is a law 
enforcement agency (but only if the dollar value of the individual’s 
delinquent accounts is at least $50), and/or a collection agency.  
 

III. Library Records 
MCL avoids creating unnecessary records and retaining records longer than needed for 
Library business purposes. 
 
A. To receive a Library card, Library users are required to provide identifying 

information such as name, birth date, picture ID, and physical address as well as 
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mailing address (if different). The identifying information is retained as long as the 
Library user continues to use the Library card. In most cases the information will be 
in the database for a maximum of three (3) years after the individual stops using the 
Library card at which time the record is deleted.  
 

B. A Library cardholder’s circulation record includes current identifying information, 
items currently checked out or on hold, as well as overdue materials and fines. 
Library cardholder records show current checkouts.  When an item is returned, it is 
removed from the cardholder’s checkout list.  However, cardholders who sign up for 
the reading history service will have their checkout history saved instead of purged.  
The cardholder has the option to turn off the service and delete their reading history 
at any time. 

 

C. Ninety (90) days after an item is returned, the Library System removes the 
information regarding the last user to check it out which deletes the user from the 
item history log. Any given item’s history log is not accessible by anyone but library 
staff, and the information on an item’s history log is only used for internal purposes.   
If the item had associated fines, the fine transactions are saved.    

 

D. MCL may also gather information necessary to provide a requested service to a 
Library user including but not limited to the following examples: 

i. Records of electronic access information such as the library card or guest 
pass number used to log onto library public computers or search a library 
database 

ii. Records for interlibrary loan requests or reference services 
iii. Records needed to sign up for or participate in library classes and programs 
iv. Records for use of meeting rooms 
v. Records for receiving emails and/or text messages about library services and 

programs  
Once there is no longer a need for the information, personally identifying 
records are destroyed.    
 

E. Emails sent to Library staff may be subject to open records requirements.  
 

F. MCL treats records as confidential in accordance with Wis. Stat. § 43.30. The Library 
will not collect or retain private and personally identifiable information without the 
person’s consent.  If consent to provide personally identifiable information is given, 
the Library will keep it confidential and will not sell, license, or disclose it to any third 
party, except for purposes described by the law.    
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IV. Access to Accounts and Patron Responsibility  
A. Protecting a Patron Account 
It is the patron’s responsibility to notify MCL immediately if a library card is lost or 
stolen or if the cardholder believes someone is using the card or card number without 
permission.  The Library recommends these precautions: 

i. Log off systems after use 
ii. Don't share the library card, user IDs, or passwords 

iii. Select passwords which are easy to remember, but difficult for others to 
guess by including a mixture of numbers, symbols, and/or upper and 
lowercase letters 
 

B. Keeping Account Information Up-To-Date 
A Library user may access their personally identifiable information held by the 
Library and is responsible for keeping the information accurate and up-to-date. The 
purpose of accessing and updating personally identifiable information is to ensure 
that library operations can function properly. A patron may view or update their 
personal information in person. They may be asked to provide some sort of 
verification or identification card to ensure verification of identity. 
 

C. Parents and Children 
For the protection of Library users, parents/legal guardians seeking records of their 
minor child, under age sixteen (16), may be asked to provide proof of their child’s 
age as well as evidence they are the custodial parent.  According to Wisconsin State 
Statute 3.30(1b)(1a) “Custodial parent” includes any parent other than a parent who 
has been denied periods of physical placement with a child under s.767.41(4).  

 
D. Items on Hold 

Items placed on hold for Library users are shelved for pick-up in the public areas of 
the Library. Library cardholders of any age may choose to have other people pick up 
their holds. To reduce errors and ensure privacy, holds can only be checked out on 
the card that held the item. See the “Circulation Policy” for more information.  

 
V. Public Computer Use and the Library’s Automation System  

MCL routinely and regularly purges information that may be linked to Library users, such 
as information from web servers, mail servers, computer time management software, 
interlibrary loan requests, and other Library information gathered or stored in electronic 
format. 
 
A. The Library System  

The Library System maintains the online catalog and a number of databases. The 
Library System automatically collects and maintains statistical information about 
library users’ visits to the library catalog and databases.  
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i. This information includes the IP address of the visitor, the computer and web 
browser type, the pages used, the time and date, and any errors that 
occurred.  

ii. This information is used for internal reporting purposes and individual users 
are not identified.  

iii. Network traffic is monitored to identify unauthorized attempts to upload or 
otherwise damage the web service.  

iv. If a Library user chooses to pay fines and fees via credit card, the credit card 
number is not stored in the user’s library account; it is simply passed through 
to the payment processor. 

v. Library database users are asked for their library card number to ensure that 
only authorized users have access.  Database vendors do not have access to 
any user records or information. 

vi. MCL and the Library System work with a variety of partners to provide e-
content (e.g. e-books, e-audios, e-music, e-videos, e-magazines) to users.  
Prior to checking out any of the Library’s e-content users should read the 
privacy policy of the company that is providing the service.  For example, 
users who check out e-books from the Wisconsin Digital Library for use on 
their Kindle (or via a Kindle app) will receive those e-books via Amazon. 
Amazon’s privacy policy describes the kind of information that is collected 
and stored in connection with such transactions. However, all other e-book 
formats within the OverDrive collection do not collect this information. 

 
B. Library Website 

MCL maintains a website to inform Library users of events, resources, and 
collections available through the Library.  

i. The Library’s website contains links to other sites including third party 
vendor sites. The Library is not responsible for the privacy practices of other 
sites which may be different from the privacy practices described in this 
policy. The Library encourages Library users to become familiar with privacy 
policies of other sites visited, including linked sites.   

ii. The Library’s website does not collect personally identifying information 
from visitors to the website unless the Library user requests a service via the 
Library website.   

iii. The Library may collect non-personal information from visitors to the 
website for statistical analysis, site assessment, server performance, 
authentication, troubleshooting, and other management purposes.  
Examples of non-personal information collected include Internet Protocol (IP) 
address of the computer, the type and version of browser and operating 
system the computer uses, geographical location of the network used to link 
to the Library’s site, and time and date of the access.  There is no link to 
personally identifiable information in computer communications, unless a 
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Library user has provided that information in the content of a transaction, for 
example, filling out an online form to request a service.   

iv. MCL’s website uses temporary “cookies” to maintain authentication when a 
user is logged in to the online catalog.  A “cookie” is a small text file that is 
sent to a user’s browser from a website.  The cookie itself does not contain 
any personally identifiable information.  Other electronic services offered by 
the Library through third party vendors may use “cookies” to help control 
browser sessions.  Websites may use the record of “cookies” to see how the 
website is being accessed and when, but not by whom.   

 
C. Wireless Access 

MCL offers free wireless access (Wi-Fi) for Library users to use with their own 
personal notebooks, laptops, and other mobile devices. A Library user’s use of this 
service is governed by the Library's “Public Computers and Internet Access Policy.” 

i. Due to the proliferation of Wi-Fi networks, Library users may also be able to 
access other Wi-Fi networks within the building that are not provided by the 
Library. Use of these non-Library WiFi networks within the Library's facilities 
is also governed by the Library's “Public Computers and Internet Access 
Policy.” 

ii. As with most public WiFi "hotspots," the Library's WiFi connection is not 
secure. Any information being transmitted could potentially be intercepted 
by another WiFi user. Cautious and informed WiFi users should choose not to 
transmit personal information (credit card numbers, passwords and any 
other sensitive information) while using any WiFi "hotspot."  

iii. Use of MCL’s WiFi network is entirely at the risk of the user. The Library 
disclaims all liability for loss of confidential information or damages resulting 
from that loss. 
 

D. Other Services 
Some Library users may choose to take advantage of RSS feeds from the Library’s 
website, notices for holds and overdue items via e-mail or text message, and similar 
services that send personally identifiable information related to Library use via 
public communication networks. Users should also be aware that MCL has limited 
ability to protect the privacy of this information once it is outside the Library’s 
control. 
 

VI. Radio Frequency Identification (RFID) 
MCL uses RFID technology to secure and circulate its collection. The only information 
stored on the RFID tag is the item barcode and a security bit that indicates if the item is 
in or out of the library. RFID technology is not used in library cards. 
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VII. Library Photographs and Recordings 
MCL reserves the right to utilize recordings to promote the services and programs it 
provides.  
 
A. MCL does not share Library users’ personally identifiable information with third 

parties or vendors that provide resources or Library services, unless the Library 
obtains explicit permission from the user or if required by law or existing contract. 

 
B. MCL staff may record Library programs, activities, and events for use in marketing 

and promotions. This may include video, audio, and/or photographic recordings. 
i. The Library will post signage to indicate when recording may occur. 
ii. If a library user does not wish to be recorded, they may tell the staff 

member.  
 

VIII. Video Surveillance 
In order to maintain a safe and secure Library, selected public areas of the Library 
building and property may be under continuous video surveillance and recording. 
 
A. MCL does not use surveillance cameras to monitor, track, or profile library user’s use 

of library resources beyond operational needs related to safety and security.  
 

B. All footage recorded by MCL surveillance cameras is considered a “record” under 
Wis. Stat. § 19.32(2) and is subject to Wisconsin’s Public Records Law in Chapter 19 
of the Wisconsin Statutes. 

 
C. Images from the Library surveillance system may be stored digitally on hardware in 

the Library. Footage is retained according to the applicable Records Disposition 
Authorizations approved by the Wisconsin Public Records Board, FAC00082 and 
FAC00082A It is the intent of the Library to retain all recorded images for a minimum 
of thirty (30) days, or until image capacity of the system is reached. Then, the oldest 
stored images will be automatically deleted by system software to make room for 
new images. Typically, images will not be routinely monitored in real-time, nor 
reviewed by Library staff, except when specifically authorized by the Library 
Director. 
 

D. While it is recognized that video surveillance will not prevent all incidents, its 
potential deterrent effect, and resource as a means of identifying and prosecuting 
offenders is considered worthwhile. 

 

E. Video surveillance data that indicates the identity of any individual who borrows or 
uses the library’s documents or other materials, resources, or services are 
considered to be protected public library records. State Statutes carefully define law 
enforcement officials’ authority to view surveillance data, and the Library will 
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cooperate with law enforcement officials as permitted by Wis. Stat. § 43.30 (5) in 
two specific circumstances: 

i. Upon the request of a law enforcement officer who is investigating criminal 
conduct alleged to have occurred at a library supported in whole or in part by 
public funds, the library shall disclose to the law enforcement officer all 
records pertinent to the alleged criminal conduct that were produced by a 
surveillance device under the control of the library. 

ii. If a library requests the assistance of a law enforcement officer, and the 
director of the library determines that records produced by a surveillance 
device under the control of the library may assist the law enforcement officer 
to render the requested assistance, the library may disclose the records to 
the law enforcement. 

See Appendix B for “Surveillance Camera Usage Procedures.” 
 
IX. Illegal Activity Prohibited and Not Protected 

Library users may conduct only legal activity while using Library facilities, resources, and 
services. Nothing in this policy prevents MCL from exercising its right to enforce its Code 
of Conduct; protect its facilities, network, and/or equipment from harm; or prevent the 
use of Library facilities and equipment for illegal purposes.  
 
A. MCL staff is authorized to take immediate action to protect the security of Library 

users, staff, facilities, computers, and networks. This includes contacting law 
enforcement authorities and providing information that may identify the 
individual(s) suspected of a violation.  
 

B. The Library can electronically log activity to monitor its public computers and 
external access to its network and reserves the right to review such logs when a 
violation of law or Library policy is suspected.  
 

C. Authorized staff may review surveillance camera recordings at any time and may 
contact law enforcement if illegal or dangerous behavior is suspected.  
 

D. MCL staff may observe any meeting, program, or use of any Library space at any 
time and reserve the right to ask Library users to leave or to contact law 
enforcement when a violation of law or Library policy is suspected.  

 
X. Enforcement and Redress 

Library users with questions, concerns, or complaints about the handling of their 
personally identifiable information or this policy may file written comments with the 
Library Director.   
 
A. The Library Director is custodian of Library records and is authorized to receive or 

comply with public records requests or inquiries from law enforcement officers. The 
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Library Director may delegate this authority to designated members of the Library's 
management team.  
 

B. A response will be sent in a timely manner and MCL may conduct an investigation or 
review of practices and procedures. The Library conducts such reviews as necessary 
to ensure compliance with the principles outlined in this policy. 

 

C. The Library Director may confer with the Village Clerk or Municipal Attorney before 
determining the proper response to any request for records.  

 

D. The Library will not make Library records available to any agency of state, federal, or 
local government unless a subpoena, warrant, court order or other investigatory 
document is issued by a court of competent jurisdiction, showing good cause and in 
proper form.  

 

E. All MCL staff are trained to refer any law enforcement inquiries to the Library 
Director. 
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Revision History 
 
October 20, 2016 Created as new standalone policy from MCL Circulation Policy with policy 

framework, language and research provided by the Bridges Library 
System 

 
December 21, 2017 Reviewed and approved with no changes 
 
January 17, 2019 Changed language under ‘Items to Hold’ in Section ‘Access to Accounts 

and Patron Responsibility’ to “Items placed on hold for library patrons are 
shelved for pick-up in the public areas of the Library.” 

 
January 17, 2019  Changed language under Section ‘Illegal activity prohibited and not  

protected’ from “exercising its right to enforce its Rules of Behavior” to 
“exercising its right to enforce its Code of Conduct”. 

 
Date TBD Inserted “Surveillance Camera Usage Procedures” and renamed policy 

from “Confidentiality and Privacy Policy” to “Confidentiality, Privacy, and 
Surveillance Policy” 
Policy updated for clarity and consistency throughout 
Updated references to other policies throughout 
Reviewed by Village legal counsel 
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Appendix A 

Mukwonago Community Library 
Procedures for Complying with Law Enforcement Request for Information 

 
The Library staff will comply with law enforcement when supplied with a legal subpoena or 
search warrant.  
 
Staff Procedures 
 

• If anyone approaches MCL staff alleging to be a law enforcement official requesting 
information, staff will immediately contact the Library Director. In the Library Director's 
absence, the highest ranking person on duty is responsible for working with the 
requestor.   

• The Library Director or their representative will ask to see official identification and will 
photocopy the ID.  

• If the law enforcement officer does not have a court order compelling the production of 
records, the Library Director or their representative shall explain the state statute 
regarding confidentiality of library records under Wis. Stat. § 43.30.  Staff will not 
disclose any information to law enforcement personnel without a court order. 

• If the law enforcement official presents a subpoena, the Library Director or their 
representative will contact the Municipal Attorney for advice on how best to proceed. It 
is desirable for legal counsel to be present when the subpoena is executed. In the event 
that the Municipal Attorney is not available, the law offices of the Municipal Attorney 
will be contacted.  In the event neither can be reached, the legal counsel for the 
American Library Association will be contacted. 

• If the law enforcement official presents a search warrant, it is executable immediately. 
The Library Director or their representative will notify the Municipal Attorney and will 
attempt to have legal counsel present during the search to be sure that the search 
conforms to the terms of the warrant. If time does not allow for this, the search must be 
allowed to proceed. The Library Director or their representative will cooperate with the 
search to ensure that only the records identified in the warrant are produced and that 
no other Library users' records are viewed or scanned. Library staff should not interfere 
with the search and/or seizure of Library property.  

• The Library Director or their representative will inventory any items removed from the 
Library property as a result of the search warrant. 

• The Library will keep a record of all legal requests and requests made pursuant to 
Wisconsin’s open records laws.   

• The Library will keep a record of all costs incurred by any search and/or seizures, 
including time spent by Library staff assisting in the search or the inventorying of items. 

• If the court order is a search warrant issued under the Foreign Intelligence Surveillance 
Act (FISA) (USA Patriot Act amendment), the warrant also contains a "gag order" which 
means that no person or institution served with the warrant can disclose that the 
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warrant has been served or that records have been produced pursuant to the warrant. 
The Library and its staff must comply with this order. No information can be disclosed to 
any other party except legal counsel, including the Library user whose records are the 
subject of the search warrant.  Failure to comply exposes individuals to criminal and civil 
penalties under the USA Patriot Act.  The gag order does not change the Library’s right 
to legal representation during the search.  An attorney should be called immediately, 
although the FBI does not have to wait until the Library receives legal counsel before 
acting on the court order.  If the Library’s legal counsel cannot be reached, the Library 
Director or their designee, will call the ALA Office for Intellectual Freedom (OIF) at 800-
545-2433 x4223 and state only “I need to speak with an attorney.”  The OIF will put the 
caller in touch with an attorney familiar with FISA.  The staff member should not inform 
OIF staff of the existence of the warrant.   

 
Emergency Disclosures of Communication 
If the Library staff observes what could reasonably be construed as a threat of imminent danger 
to life, the staff member is to immediately alert local law enforcement through the 9-1-1 
emergency response system and then immediately inform the highest ranking person on duty.  
The highest ranking person on duty should then immediately contact the Library Director. In 
such an instance, the Library reserves the right to disclose otherwise protected personally 
identifiable information to law enforcement as deemed reasonably necessary to prevent a 
threat of imminent danger from materializing.  
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Appendix B 

Mukwonago Community Library 
Surveillance Camera Usage Procedures 

 
The Library’s surveillance cameras generate a record of activities in monitored areas of the 
Library building and property. In the event of illegal activities in these areas, it may be 
necessary to review the recordings. 
 
This procedure details who may review the records and under what circumstances they may be 
viewed and/or released to law enforcement personnel. 
 
Reviewing the Surveillance Camera Recordings 
 

• In the event of suspicious or illegal activity being reported in areas covered by the 
surveillance cameras, a staff member may request that the Library Director or their 
designee review the recordings. 

• The staff member should request that the Library Director or their designee run the 
footage of the incident while they and the staff member are present. 

• Staff are not to review a security recording without the Library Director or their 
designee being present. 

 
Reviewing the Surveillance Camera Recordings With the Authorities 
 

• In the event of suspicious or illegal activity being observed on review of the recordings, 
law enforcement may be contacted. 

• In the event that law enforcement officers wish to review the recordings, the same 
procedure used for initial review of the tape will be followed with a law enforcement 
officer present, i.e., a staff member should request that the Library Director or their 
designee run the recordings of the incident while they, the staff member, and the law 
enforcement officer are present. 

 
Release of the Surveillance Camera Recordings 
 

• Upon a request by the authorities to release the recordings in order to pursue further 
investigations, the Library Director may release a burned CD/DVD copy or MP4 digital 
copy to the requesting officer. The Library Director must obtain name, signature, badge 
number, date and time from the requesting officer and append it to the Library incident 
report along with the notation “Surveillance recording released to: [name]”. 

• Upon a request by those other than law enforcement, please refer to the Legal 
Protections and Exceptions section of the Confidentiality and Privacy Policy referring to 
Wis. Stat. § 43.30 and under what circumstances such Library records may be disclosed.  
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DRAFT Mukwonago Community Library Job Description 
Associate Director of Circulation and Customer Experience 

 
POSITION:   

a. Job Title: Associate Director of Circulation and Customer Experience 
b. Under Direct Supervision of: Library Director 
c. Supervises: Circulation Specialist, Materials Specialist, Marketing & Outreach Specialist, 

Public Service Associates, and Library Pages 
d. Schedule: 40 hours per week including morning, afternoon, evening and weekend hours 
e. Benefits: This position comes with full benefits. Refer to the Village of Mukwonago 

Employee Handbook for more details. 
f. FLSA Status: Exempt 

 
GENERAL POSITION SUMMARY: 
Part of a two-person leadership team that works with the Library Director to oversee Library 
operations and focuses on the overall customer experience including circulation workflows, 
signage, outreach, and promotional needs. Supervises staff in charge of circulation, materials 
maintenance, and marketing. Coordinates all library-wide public service functions and manages 
all circulation operations. Constantly examining how the customer experiences the digital and 
physical library and assessing how that experience can be improved. Assists Library Director 
with planning and administrating major aspects of the library operation including circulation, 
the Circulation Desk, and marketing.  
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Associate Director 

• Carries out the vision and directions of the Library Director.  

• Enforces policies and procedures.  

• Oversees Library operations in the Library Director’s absence.  

• Creates, analyzes, and shares reports related to circulation and services.  

• Assists in the onboarding and training of new Library staff.  

• Identifies issues and communicates them to the Library Director.  

• Manages day-to-day considerations of staff under their supervision including 
scheduling, training, coaching, and answering questions. Communicates any staff 
concerns, ideas, or unresolved issues to the Library Director. 

• Actively participates in regular meetings with the Library Director and the Associate 
Director of Collections and Programs to share information, identify needs or issues, 
problem solve, and address anything else that concerns the operations of MCL. 

• Collaborates with the Associate Director of Collections and Programs to ensure cohesive 
procedures for all staff and a seamless user experience.  

• Makes policy recommendations to the Library Director. Provides feedback, insight, and 
data related to policy decisions.  
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• Assists in finding, coordinating, and evaluating professional development opportunities 
for the staff.  

• Attends staff meetings and library system meetings as appropriate. Represents the 
viewpoint of the Customer Service Team. 

• Assists Library Director with planning of library services for short and long-term goals as 
set by the library board and participate in the application of the strategic plan.  

• Performs other duties as assigned by the Library Director. 
 

Communications 

• Oversees involvement in community special events; media relations and news 
conferences; presence on the internet and other electronic media; and other 
informational and promotional considerations. 

• Oversees adherence to MCL protocol, confidentiality laws, and brand standards, and 
ensures that a unified, consistent message/theme is delivered in all publications for the 
public, community stakeholders, and legislators. 

• Develops, implements, and maintains marketing and promotional standards to ensure 
consistency and uniformity throughout all of MCL’s messaging. 

• Develops, implements, and maintains packaging and tagging standards to ensure 
consistency and uniformity throughout all of MCL’s collections. 

• Coordinates MCL’s overall public information plan and strategies for increasing public 
awareness of library services, activities, and accomplishments. 

• Coordinates and prioritizes the gathering and analysis of demographic, market, and 
other information necessary for formulating and evaluating the effectiveness of MCL’s 
overall public information plan and leads the evaluation of the results of public 
information activities. 

• Develops, implements, oversees, and maintains emergency preparedness 
communication methods and crisis PR communication statements and messaging. 

• Oversees the implementation of MCL's social media policies and procedures, leveraging 
MCL's online presence through digital marketing, and monitors staff compliance. 
 

Customer Service 

• Oversees all customer service initiatives with the goal of providing high quality services 
via the telephone, the internet, and in person with a focus on Library usage, technology, 
and communication. 

• Assigns and supervises staff on maintaining public bulletin boards, brochures, websites, 
and other public information resources.  

• Identifies and addresses external and internal factors that might impact user 
experience. Communicates to the Library Director about issues that need to be 
addressed higher up in leadership. 

• Evaluates customer feedback, workflows, and other points of data to determine how to 
improve library services and efficiency. 

• Identifies when the library needs to gather information to better meet the needs of the 
community. Develops and deploys a variety of surveys and other forms of feedback 
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gathering to consistently collect user data in a variety of ways. Utilizes statistics, user 
data, and other sources of information to provide insight into gaps in service or user 
needs. 

• Identifies when a change in library policy, procedures, or protocol would impact user 
experience. Develops plans to reflect these changes to users and communicates any 
changes to all staff. Ensures continued high quality of customer service throughout any 
changes.  

• Keeps current on trends, needs, changes, and/or issues that impact the customer 
experience and communicates these to the Library Director and leadership team.   

 

Circulation & Collection Maintenance 

• Oversees and participates as needed in all circulation operations which includes, but is 
not limited to, checkout and check-in of all materials; shelving of materials; fine and fee 
collection; and the processing of overdue notices and bills.  

• Reconciles cash register transactions and reports.  

• Assists in developing communication methods between Collection Developers and the 
Customer Service Team to ensure collaboration on collections issues. Oversees and 
enforces adherence to standards of collection maintenance. 

• Oversees the processing of new materials and repairs of damaged materials.  

• Assigns and supervises staff in conducting Inter-Library Loans (ILL).  

• Assigns and supervises staff in conducting routine maintenance on the Thingery 
collection with the goal of maintaining high quality standards.  

• Assigns and supervises staff in identifying damage to items. Assigns and supervises staff 
in contacting customers regarding missing/damaged/lost items and conducting 
collection repair.  

• Assigns and supervises staff in conducting physical collection maintenance such as 
covering and properly packaging items for circulation; physically removing items that 
Collection Developers have identified for deselection; and notifying Collection 
Developers of item damage or issues.  
 

Administrative 

• Schedules staff to meet the needs of the Library and maintain high quality services.  

• Evaluates staff on an ongoing basis and provides meaningful feedback. Conducts 
evaluations dictated by policy.  

• Runs reports and provides data to the staff and Library Director.   

• Oversees services at the Circulation Desk. Ensures the Circulation Desk is responding to 
the needs of MCL users. Maintains, troubleshoots, and supervises others on the 
technology related to Circulation Desk services.  

• Builds and maintains a Customer Service Team with the staff they supervise. Promotes 
and models great communication. Encourages and participates in professional 
development opportunities. Promotes user-oriented problem solving and innovative 
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thinking with the goal of constantly improving the Library’s customer service to meet 
the needs of the MCL community.  

• Cross-trained on the basic duties at the Information Desk. Provides back-up to the 
Associate Director of Collections & Programs when needed.  

 
ADDITIONAL KNOWLEDGE, SKILLS, AND ABILITIES: 

• Knowledgeable about library management and public library administration. 

• Knowledgeable about professional library standards and ethics. 

• Ability to complete training on and maintain library technologies related to job duties 
and area of supervision including, but not limited to: RFID technologies, library server, 
copiers, hearing loops, cash registers, productivity software such as Microsoft 365, and 
smart lockers.  

• Ability to display creativity, accountability, and flexibility in implementing the library 

mission, vision, and strategic plan goals. 

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to effectively manage a team. 

• Ability to teach and train staff in an effective and respectful manner.  

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve. 

• Ability to work independently and make effective decisions based upon experience, 

knowledge, and training. 

• Ability to understand and follow oral and written instructions. 

• Ability to utilize data to drive decision making.  

• Ability to recognize trends and library user needs and respond to them appropriately. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 
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QUALIFICATIONS AND REQUIREMENTS: 

• Required: Master’s Degree in Library Science (MLS) or Master’s Degree in Library and 

Information Science (MLIS) from an American Library Association accredited program; or 

Bachelor’s degree in related field plus two (2) years of library-related managerial 

experience.   

• Required: At least two (2) years of related library work experience with working 

knowledge of circulation and communications. 

• Required: At least two (2) years of management experience.  

• All applicants are subject to fingerprinting and a background check. Employment is 

contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, and be open-minded. The candidate must be able to understand how all areas 
of a library work together and be enthusiastic about improving library services as a whole. The 
candidate must be willing to collaborate with others and be constantly looking for ways to 
improve the collections and services. The candidate should highly value the use of statistics, 
user surveys, and other data to make decisions. The candidate should be excited for the 
evolution of libraries and capable of leading positive change. 
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Constantly operate a computer and other office productivity equipment such as 

a computer, copier, telephone, tablet, etc. 
o Occasionally position self to reach office equipment, tall shelves, low shelves, 

into deep bins, etc. 
o Constantly communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  
o Frequently process and respond to questions and requests from supervisors, 

staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
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We are an equal opportunity employer. The job description is not designed to cover or contain a 
comprehensive listing of activities, duties or responsibilities that are required of the employee. 
Duties, responsibilities and activities may change or new ones may be assigned at any time with 
or without notice. 
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DRAFT Mukwonago Community Library Job Description 

Associate Director of Collections and Programs 
 
POSITION:   

a. Job Title: Associate Director of Collections and Programs 
b. Under Direct Supervision of: Library Director 
c. Supervises: Adult Services Librarian, Youth Services Librarian, MetaSpace 511 Lead 

Innovator, Library Associates 
d. Schedule: 40 hours per week including morning, afternoon, evening and weekend hours 
e. Benefits: This position comes with full benefits. Refer to the Village of Mukwonago 

Employee Handbook for more details. 
f. FLSA Status: Exempt 

 
GENERAL POSITION SUMMARY: 
Part of a two-person leadership team that works with the Library Director to oversee Library 
operations and focuses on curating and providing high-quality educational opportunities for the 
community. Supervises staff in charge of collections and programs. Constantly examining and 
improving how the Library’s collections can integrate with programs and how programs can 
promote Library collections in order to maximize discoverability of relevant resources for the 
library user. Assists Library Director with planning and administrating major aspects of the 
library operation including cataloging, collection development, the Info Desk, and programs.  
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Associate Director 

• Carries out the vision and directions of the Library Director.  

• Enforces policies and procedures.  

• Has oversight of library operations in the Library Director’s absence.  

• Creates, analyzes, and shares reports related to programs and services.  

• Assists in the onboarding and training of new library staff.  

• Identifies issues and communicates them to the Library Director.  

• Manages day-to-day considerations of staff under their supervision including 
scheduling, training, coaching, and answering questions. Communicates any staff 
concerns, ideas, or unresolved issues to the Library Director. 

• Actively participates in regular meetings with the Library Director and the Associate 
Director of Circulation and Customer Experience to share information, identify needs or 
issues, problem solve, and address anything else that concerns the operations of MCL. 

• Collaborates with the Associate Director of Circulation and Customer Experience to 
ensure cohesive procedures for all staff and a seamless user experience.  

• Makes policy recommendations to the Library Director. Provides feedback, insight, and 
data related to policy decisions.  
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• Assists in finding, coordinating, and evaluating professional development opportunities 
for the staff.  

• Attends staff meetings and library system meetings as appropriate. Represents the 
viewpoint of the Collections and Programs Team. 

• Assists Library Director with planning of library services for short and long-term goals as 
set by the library board and participate in the application of the strategic plan.  

• Performs other duties as assigned by the Library Director 
 

Cataloging 

• Oversees the daily operations of cataloging and assures that bibliographic control 
activities result in maximum retrieval with minimal user effort.  

• Catalogs items for special collections, unique items, and items that require unique 
expertise. Catalogs items across all collections as needed. Is the definitive authority on 
cataloging and catalog entries.  

• Develops, implements, and maintains cataloging standards to ensure consistency and 
uniformity throughout all of MCL’s collections. 

• Oversees the catalog as the point of contact for the library system including working 
with the library system on maintaining cataloging standards; deploying software 
upgrades conducting maintenance; and monitoring the user experience and usability. 

• Creates and oversees procedures and trainings for the cataloging process.  

• Creates and oversees catalog content that engages patrons and promotes the Library’s 
collections.  

 
Collection Development 

• Selects and deselects items for the Library’s collections. Supervises Collection 
Developers in developing the Library’s collections according to policy and professional 
standards.  

• Stays current on changes in publishing, technology, and user demands. Utilizes new 
technologies and platforms to track and respond to trends and changes in demands for 
materials. Communicates to the Library Director recommendations for changes in 
collection development. Supervises staff in ensuring that collection development in 
meeting any changing demands.  

• Analyzes MCL community and library data to determine areas of the collection which 
need updating. Performs related work as required. 

• Uses data and user feedback to analyze the shifting demands between physical items 
and digital items. Communicates to Library Director recommendations for changes in 
balancing collection format. Performs related work as required. 

• Works with the library system to monitor and develop shared digital collections that 
meet the needs of MCL’s users.  

• Works with the Associate Director of Circulation and Customer Experience and Materials 
Specialist to ensure additions to the collection can be safely and appropriately circulated 
and maintained.  
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• Oversees the Grutzmacher Collection. Assists the Library Director in keeping the catalog 
current, caring for the items in the Collection, and administering NAGPRA. Under the 
direction of the Library Director and Library Board, creates and promotes educational 
opportunities that share the Collection with the MCL community.  
 

Programs 

• Creates and oversee programs for all ages. Assigns and supervises staff to ensure 
programs are meeting the needs of the MCL community.  

• Assigns and supervises staff to maintain online and physical event calendars and 
promotions.  

• Supervises staff to ensure programs are planned, promoted, and carried out to high 
standards consistently throughout the year.  

• Coordinates the Summer Library Program. Assigns and supervises staff to ensure all 
aspects of the program are planned, promoted, and carried out to high standards.  

• Uses data and user feedback to make changes in programming to meet the needs of the 
MCL community.  
 

Administrative 

• Schedules staff to meets the needs of the Library and maintain high quality services.  

• Evaluates staff on an ongoing basis and provides meaningful feedback. Conducts 
evaluations dictated by policy.  

• Runs reports and provides data to the staff and Library Director.   

• Oversees services at the Info Desk. Ensures the Info Desk is responding to the needs of 
MCL users. Maintains, troubleshoots, and supervises others on the technology related 
to Info Desk services.  

• Builds and maintains a Collections and Programs Team with the staff they supervise. 
Promotes and models great communication. Encourages and participates in professional 
development opportunities. Promotes user-oriented problem solving and innovative 
thinking with the goal of constantly improving the Library’s collections and programs to 
meet the needs of the MCL community.  

• Cross-trained on the basic duties at the Circulation Desk. Provides back-up to the 
Associate Director of Circulation and Customer Service when needed.  

 
ADDITIONAL KNOWLEDGE, SKILLS, AND ABILITIES: 

• Knowledgeable about library management and public library administration. 

• Knowledgeable about professional library standards and ethics. 

• Knowledgeable about cataloging methods, standards, and best practices. 

• Knowledgeable about collection development methods, standards, and best practices. 

• Ability to complete training on and maintain library technologies related to job duties 
and area of supervision including, but not limited to: catalog server and client, RFID 
technologies, library server, copiers, hearing loops, public computers, productivity 
software such as Microsoft 365, and library service software.  
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• Ability to display creativity, accountability, and flexibility in implementing the library 

mission, vision, and strategic plan goals. 

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to effectively manage a team. 

• Ability to teach and train staff in an effective and respectful manner.  

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve. 

• Ability to work independently and make effective decisions based upon experience, 

knowledge, and training. 

• Ability to understand and follow oral and written instructions. 

• Ability to utilize data to drive decision making.  

• Ability to recognize trends and library user needs and respond to them appropriately. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: Master’s Degree in Library Science (MLS) or Master’s Degree in Library and 

Information Science (MLIS) from an American Library Association accredited program; or 

Bachelor’s degree in related field plus two (2) years of library-related managerial 

experience.   

• Required: At least two (2) years of related library work experience with working 

knowledge of automated library systems and online databases. 

• Required: At least two (2) years of management experience.  

• All applicants are subject to fingerprinting and a background check. Employment is 

contingent on passing those assessments. 
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PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, and be open-minded. The candidate must be able to understand how all areas 
of a library work together and be enthusiastic about improving library services as a whole. The 
candidate must be willing to collaborate with others and be constantly looking for ways to 
improve the collections and services. The candidate should highly value the use of statistics, 
user surveys, and other data to make decisions. The candidate should be excited for the 
evolution of libraries and capable of leading positive change. 
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Constantly operate a computer and other office productivity equipment such as 

a computer, copier, telephone, tablet, etc. 
o Occasionally position self to reach office equipment, tall shelves, low shelves, 

into deep bins, etc. 
o Constantly communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  
o Frequently process and respond to questions and requests from supervisors, 

staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
We are an equal opportunity employer. The job description is not designed to cover or contain a 
comprehensive listing of activities, duties or responsibilities that are required of the employee. 
Duties, responsibilities and activities may change or new ones may be assigned at any time with 
or without notice. 
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DRAFT Mukwonago Community Library Job Description 
Adult Services Librarian 

POSITION:   
a. Job Title: Adult Services Librarian 
b. Under Direct Supervision of: Associate Director of Collections and Programs 
c. Supervises: Library Associates 
d. Schedule: 40 hours per week including morning, afternoon, evening and weekend hours 
e. Benefits: This position comes with full benefits. Refer to the Village of Mukwonago 

Employee Handbook for more details.  
f. FLSA Status: Non-exempt 

 
GENERAL POSITION SUMMARY: 
Working directly under the supervision of the Associate Director of Collections and Programs 
this position supervises and coordinates the work and activities in the Adult Services 
Department. Provides professional library services to adults, teens, and children. Develops and 
catalogs the adult collections. Manages budgets allocated to the Adult Services Department. 
Plans, coordinates, and performs adult programming and outreach activities. Advocates for 
Adult Services and acts as a liaison with other agencies and organizations that serve adults 
within the community.  
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Adult Services Department & Leadership 

• Responsible for assisting the Associate Director of Collections and Programs in the 
planning, organization, supervision, development, and administration of all library 
services, personnel, operations, and programs as related to the Collections & Programs 
Team and as determined by the Library Director. 

• Responsible for mentoring as a specialist in their field including coaching staff and 
modeling professional standards and behaviors befitting a leader in the Library. 

• Provides overall leadership including planning, coordinating, and supervising the 
activities of the Adult Services Department.  

• Uses experience and professional knowledge to identify needs, concerns, or challenges 
in the Adult Services Department and communicates them to the Associate Director of 
Collections and Programs. 

• Designated point of contact regarding adult services for the library system. 
Communicates adult services related information from the library system to the 
Associate Director of Collections and Programs. Communicates MCL issues related to 
adult services to the library system.  

• Performs administrative tasks such as record keeping, reporting, and scheduling.  

• Supervises Library Associates and other staff assisting in the Adult Services Department. 
Prepares training materials, guides, and procedures as necessary for tasks and duties in 
the Adult Services Department. Provides feedback on performance to the staff member 
being supervised and to the Associate Director of Collections and Programs.  
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• Attends conferences, workshops, webinars, and training sessions related to job 
description as part of on-going professional development. Uses new ideas and 
information to improve services and collections.  

• Attends staff meetings and library system meetings as appropriate. Represents the 
viewpoint of adult services.  

• Provides input and assists with the development of policies and procedures to ensure 
optimal library operations. 

• Performs human resource activities including, but not limited to, assisting Library 
Director or Associate Directors with screening and selecting staff members, providing 
training and development, and assisting with performance management.  

• Collaborates and coordinates with the other Specialists to deliver high quality 
educational opportunities, collections, and customer service.  

• Performs other job-related duties as assigned. Tasks may extend to other departments 
within the library. 

 
Collection Development 

• Selects materials for the adult collection from reputable sources and according to policy. 
Maintains collection through periodic review and deselection of worn or non-circulating 
materials.  

• Is the definitive Collection Developer for all items added to the adult collection. Uses 
professional judgment to consider requests from the community, recommendations 
from staff members, and donated items.   

• Under the direction of the Associate Director of Collections and Programs, utilizes tools, 
user feedback, and professional discretion to identify needs in the collection and 
continuously evolve collection development approach to meet the needs of the 
community.  

• Uses professional knowledge to purchase materials wisely. Manages allocated budget 
independently. Assists with development of materials budget. 

• Stays current on changes in publishing, technology, and user demands. Utilizes new 
technologies and platforms to track and respond to trends and changes in demands for 
materials. Maintains current knowledge of materials, online databases and resources, 
current library trends in technology, etc. 

• Trains and supervises Library Associates on routine collection development tasks.  
 
Cataloging 

• Under the supervision of the Associate Director of Collections and Programs, utilizes 
library client/server software to catalog items selected for the adult collection according 
to professional and MCL standards.  

• Audits and updates bibliographic and item records as needed. Communicates to the 
Associate Director if errors are found or if they are unable to fix something.   

• Supervises Library Associates on routine cataloging tasks as approved by the Associate 
Director of Collections and Programs.   

• Creates catalog content that engages patrons and promotes the Library’s collections.  
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Programs & Services 

• Performs outreach visits and activities to local assisted living facilities, organizations 
serving adults and older adults, etc. 

• Manages projects, programs, and timelines including the preparation of a calendar of 
events and programming.  

• Creates and performs programs for adults including reading programs. 

• Uses data and feedback to provide programs that the community wants and needs.   

• Creates displays to enhance the Library experience and to promote use of Library 
resources. 

• Performs a variety of promotional activities such as preparing promotional materials, 
attending community events, posting on social media, etc.  

• Under the direction of the Associate Director of Collections and Programs, coordinates 
the Summer Library Program for adults including reading activities, programs, 
performers, and volunteers 

• Establishes and maintains relationships with appropriate agencies and organizations 
within the community in order to promote library services and facilitate programming 
and service delivery through various outreach efforts. 

• Performs and supervises reference services at the Information Desk including reader’s 

advisory; placing holds; answering the phone; interpreting and applying Library policies 

and procedures; answering reference questions; instructing customers on the use of 

Library equipment; and assisting users with technology, databases, online resources, 

and the catalog. 

• Organizes and maintains neat and orderly Information Desk that clearly promotes 
Library initiatives and programs.  

 
EXPERIENCE ACQUIRED FOR POTENTIAL ADVANCEMENT: 

• Supervisory experience  

• Leadership and mentoring experience 

• Project management experience 

• Budget management experience 
 
ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Knowledgeable about professional library standards and ethics. 

• Ability to complete training on and maintain library technologies related to job duties 
and area of supervision including, but not limited to: catalog client and modules, public 
PCs, and productivity software such as Microsoft 365.  

• Ability to display creativity, accountability, and flexibility in implementing the library 
mission, vision, and strategic plan goals. 

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
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upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to teach and train others in an effective and respectful manner.  

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve. 

• Ability to work independently and make effective decisions based upon experience, 

knowledge, and training. 

• Ability to understand and follow oral and written instructions. 

• Ability to utilize data to drive decision making.  

• Ability to recognize trends and library user needs and respond to them appropriately. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: Master’s Degree in Library Science (MLS) or Master’s Degree in Library and 
Information Science (MLIS) from an American Library Association accredited program  

• Preferred: two (2) years of related library work experience 

• All applicants are subject to fingerprinting and a background check. Employment is 
contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, be open-minded, and strive to provide excellent customer service. The 
candidate must be eager to collaborate with others and enjoy working in a team environment. 
The candidate should have a thorough knowledge of adult library user needs and interests in 
reading for information, recreation, and knowledge. The candidate should be enthusiastic 
about meeting the needs of the community and take pride in providing high quality programs 
and collections.  
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Constantly operate a computer and other office productivity equipment such as 

a computer, copier, telephone, tablet, etc. 
o Occasionally position self to reach office equipment, tall shelves, low shelves, 

into deep bins, etc. 
o Constantly communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  
o Frequently process and respond to questions and requests from supervisors, 

staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
The Mukwonago Community Library is an equal opportunity employer. The job description is 
not designed to cover or contain a comprehensive listing of activities, duties or responsibilities 
that are required of the employee. Duties, responsibilities and activities may change or new 
ones may be assigned at any time with or without notice. 
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DRAFT Mukwonago Community Library Job Description 
Business Manager 

 
POSITION:   

a. Job Title: Business Manager 
b. Under Direct Supervision of: Library Director 
c. Supervises: Custodian 
d. Schedule: Part-time including morning, afternoon, and evening hours. Schedule is 

subject to change from week to week and the candidate must be able to adjust schedule 
for the needs of the Library Director and Library Board.  

e. Benefits: N/A 
f. FLSA Status: Non-exempt 

 
GENERAL POSITION SUMMARY: 
Working under the direct supervision of the Library Director, this position assumes direct 
responsibility for duties related to financial transactions, human resources, and facilities 
maintenance. Oversees the Custodian and contractors tasked with keeping up and repairing the 
Library facilities and property. Prepares information for the Library Director and Library Board. 
Regularly communicates with the Village in relation to personnel, financial, and building 
maintenance matters. Maintains Library records.  
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Administrative Assistant 

• Provides advanced level and confidential clerical and administrative support to the 
Library Director.  

• Regularly communicates to the Library Director any errors, inconsistencies, or issues 
related to financial, personnel, and/or building management.  

• Assists with the production of Library Board meetings including, but not limited to, 
preparing and posting the agenda; setting up the furniture and technology in the room; 
and gathering data and statistics into a report.  

• Approve and coordinate outside groups requesting to use Library spaces and meeting 
rooms.  

• Attends staff meetings and library system meetings as appropriate.  

• Performs library opening and closing procedures as required. 

• Performs other job-related duties as assigned. Tasks may extend to other departments 
within the library. 

 
Financial 

• Enters invoices into Village accounts payable software. Frequently checks for errors, 
inconsistencies, or issues.  

• Enters invoices into Library budgeting software. Frequently checks for errors, 
inconsistencies, or issues.  
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• Reconciles all Library accounts monthly.  

• Prepares financial reports for the Library Director and Library Board. 

• Manages cash flows including, but not limited to, counting and depositing money; 
balancing accounts; verifying and reconciling credit card payments; and preparing 
reports.  

• Coordinates the budget including, but not limited to, ensuring expenditures are coded 
correctly; ensuring Library staff are following all Village and Library financial procedures 
and policies; preparing reports; and regularly communicating with the Library Director 
on budget management matters. 
 

Human Resources 

• Onboards new employees including, but not limited to, preparing and administering 
intake paperwork; creating and distributing badges/nametags; and teaching new hires 
about the Library procedures and policies.  

• Updates and maintains security system including, but not limited to, 
activating/deactivating employee keys; maintaining door opening/locking schedule; 
communicating with security contractors; and assigning security clearance.  

• Monitors all Library employees’ timesheets and helps employees when necessary. 
Communicates with appropriate employee supervisor when errors occur.  

• Maintains and troubleshoots Village timekeeping software. 
 
Building Management 

• Supervises Custodian. Develops and enforces maintenance standards. Provides feedback 
to Custodian when needed.  

• Oversees and coordinates all building repairs and maintenance.  

• Communicates regularly with Village staff to coordinate repairs and maintenance.  

• Oversees and coordinates all inspections and maintains records.  

• Maintains and updates files on equipment, building issues, maintenance, etc.   

• Orders and stocks commons supplies such as, but not limited to, copier paper; cleaning 
supplies; pens and pencils; etc.  

 
EXPERIENCE ACQUIRED FOR POTENTIAL ADVANCEMENT: 

• Management experience 

• Budget experience 
 
ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Ability to complete training on and maintain library technologies related to job duties 
including, but not limited to: Village accounts payable software; Village timesheet 
software; accounting software;  productivity software such as Microsoft 365.  

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
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upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve.  

• Ability to work independently and make effective decisions. 

• Ability to recognize when further information or guidance is needed. 

• Ability to understand and follow oral and written instructions. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: High school diploma or equivalent. 

• Preferred: Bachelor’s degree in related field. 

• Preferred: Experience with bill paying, accounting, cash flows, or similar duties. 

• All applicants are subject to fingerprinting and a background check. Employment is 
contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, be friendly and cooperative, be open-minded, and 
strive to provide excellent service to all Library operations. The candidate must be eager to 
collaborate with others and enjoy working in a team environment. The candidate should be 
enthusiastic about data and record keeping and consistently be looking for ways to improve 
operations.  
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
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o Frequently move around an office environment to access drawers, shelving, 
office equipment, etc. 

o Constantly operate a computer and other office productivity equipment such as 
a computer, copier, telephone, tablet, etc. 

o Occasionally position self to reach office equipment, tall shelves, low shelves, 
into deep bins, etc. 

o Constantly communicate with supervisors, staff, and Library users. Must be able 
to exchange accurate and timely information in these situations.  

o Frequently process and respond to questions and requests from supervisors, 
staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
The Mukwonago Community Library is an equal opportunity employer. The job description is 
not designed to cover or contain a comprehensive listing of activities, duties or responsibilities 
that are required of the employee. Duties, responsibilities and activities may change or new 
ones may be assigned at any time with or without notice. 
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DRAFT Mukwonago Community Library Job Description 
Circulation Specialist 

 
POSITION:   

a. Job Title: Circulation Specialist  
b. Under Direct Supervision of: Associate Director of Circulation & Customer Experience 
c. Supervises: Public Service Associates, Library Pages 
d. Schedule: Part-time including morning, afternoon, evening and weekend hours. 

Schedule is subject to change from week to week and the candidate must have 
maximum flexibility to be able to fill in for absences. 

e. Benefits: N/A 
f. FLSA Status: Non-exempt 

 
GENERAL POSITION SUMMARY: 
Working directly under the supervision of the Associate Director of Circulation & Customer 
Experience, this position supervises and coordinates the work and activities in the Circulation 
Department. Trains and supervises Public Service Associates, Library Pages, and other staff on 
circulation procedures. Inputs and audits library user records. Assists the Associate Director is 
making decisions regarding the Circulation Department including scheduling and workflow 
improvements.  
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Circulation Department & Leadership 

• Responsible for assisting the Associate Director of Circulation and Customer Service in 
the planning, organization, supervision, development, and administration of all library 
services, personnel, operations, and programs as related to the Customer Service Team 
and as determined by the Library Director. 

• Responsible for mentoring as a specialist in their field including coaching staff and 
modeling professional standards and behaviors befitting a leader in the Library. 

• Provides overall leadership including planning, coordinating, and supervising the 
activities of the Circulation Department.  

• Uses experience and professional knowledge to identify needs, concerns, or challenges 
in the Circulation Department and communicates them to the Associate Director of 
Circulation and Customer Service. 

• Designated point of contact regarding circulation for the library system. Communicates 
circulation related information from the library system to the Associate Director of 
Circulation and Customer Service. Communicates MCL issues related to circulation to 
the library system.  

• Performs administrative tasks such as record keeping, reporting, and scheduling.  

• Supervises Public Service Associates, Library Pages, and other staff assisting in the 
Circulation Department. Prepares training materials, guides, and procedures as 
necessary for tasks and duties in the Circulation Department. Provides feedback on 

68



 

DRAFT Mukwonago Community Library Job Description 
Circulation Specialist_for LB 20231012  Page 2 of 5 

performance to the staff member being supervised and to the Associate Director of 
Circulation and Customer Service.  

• Attends conferences, workshops, webinars, and training sessions as part of on-going 
professional development. Uses new ideas and information to improve services.  

• Attends staff meetings and library system meetings as appropriate. Represents the 
viewpoint of the Circulation Department.  

• Provides input and assists with the development of policies and procedures to ensure 
optimal library operations. 

• Performs human resource activities including, but not limited to, assisting Library 
Director or Associate Directors with screening and selecting staff members, providing 
training and development, and assisting with performance management.  

• Collaborates and coordinates with the other Specialists to deliver high quality 
educational opportunities, collections, and customer service.  

• Performs other job-related duties as assigned. Tasks may extend to other departments 
within the library. 

 
Circulation & Customer Service 

• Implements circulation standard operating procedures and Library policies. Assures that 
circulation operations are consistent with the Library’s policies, procedures, 
philosophies, and mission. 

• Supervises and performs services at the Circulation Desk including, but not limited to, 

checking out items in accordance with procedures; assisting Library users with basic 

questions; creating new library cards; pulling items from the picklist; and answering the 

phone.  

• Supervises and performs services in the Circulation Workroom including, but not limited 

to, checking in items in accordance with procedures; sorting and organizing items; 

checking items out to the smartlockers; and shelving.  

• Inputs and audits Library user records. Regularly maintains, updates, and purges Library 
user records according to policy.  

• Regularly runs and processes overdue, lost item, and other Library user related billing 
notices. 

• Runs and processes, daily, weekly, and monthly reports. 

• Troubleshoots and problem solves circulation related issues. Communicates solutions 

promptly and clearly to the Customer Service Team.  

• Establishes, maintains, and trains Public Service Associates and other staff on Inter-

Library Loan (ILL) procedures. Supervises and performs the work of same.  

• Supervises and performs the work of maintaining the cash registers, processing 

payments, money counting, balancing, closeouts, and other financial related tasks.  

• Oversees the incoming and outgoing materials, as well as procedures, for the daily 
system van delivery. 

• Inspects damaged materials, including books and equipment. Assess associated fines 
and fees for lost or damaged materials. Communicates costs to Library users.  
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• Identifies cataloging errors and refers materials to Collection Developers.  

• Maintains performance and repair of circulation equipment and recommends 

equipment improvements to the Associate Director of Circulation and Customer Service. 

• Manages projects, schedules, and timelines including assisting the Associate Director of 
Circulation and Customer Service with the preparation of work schedules for shifts in 
the Circulation Department.  

• Under the supervision of the Associate Director of Circulation and Customer Service, 
collects and uses data and feedback to improve services at the Circulation Desk.   

 
Communications 

• Under the supervision of the Associate Director of Circulation and Customer Service, 
builds and maintains procedures and training materials that integrate MCL protocol, 
confidentiality laws, and brand standards.   

• Organizes and maintains neat and orderly Circulation Desk that clearly promotes Library 
initiatives and programs.  

• Under the supervision of the Associate Director of Circulation and Customer Service, 
collaborates with the other Specialists in the Customer Service Team to identify, 
develop, update, and/or implement signage, materials packaging, brochures, and other 
marketing materials based on the needs of Library users.  

 
EXPERIENCE ACQUIRED FOR POTENTIAL ADVANCEMENT: 

• Supervisory experience  

• Leadership and mentoring experience 

• Project management experience 
 
ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Knowledgeable about professional library standards and ethics. 

• Ability to complete training on and maintain library technologies related to job duties 
and area of supervision including, but not limited to: catalog client and modules, 
productivity software such as Microsoft 365; smartlockers; RFID technology; barcode 
scanners; and self-checkout machines.  

• Ability to display creativity, accountability, and flexibility in implementing the library 

mission, vision, and strategic plan goals. 

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to teach and train others in an effective and respectful manner.  

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 
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• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve.  

• Ability to work independently and make effective decisions based upon experience, 

knowledge, and training. 

• Ability to understand and follow oral and written instructions. 

• Ability to utilize data to drive decision making.  

• Ability to recognize trends and library user needs and respond to them appropriately. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: Associate’s Degree or vocational training specializing in liberal arts, 
management, or related fields.  

• Preferred: Two (2) years’ experience in customer service with preference for library 
experience. 

• Equivalent combination of education and experience may be deemed acceptable by the 
hiring authority. 

• All applicants are subject to fingerprinting and a background check. Employment is 
contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, be open-minded, and strive to provide excellent customer service. The 
candidate must be eager to collaborate with others and enjoy working in a team environment. 
The candidate should have a clear understanding of how circulation tasks, staff training, and 
efficient procedures provide high quality customer service and should eagerly seek to improve 
their department to continuously improve service. The candidate should be enthusiastic about 
meeting the needs of the community and take pride in providing high quality service. 
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
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• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Constantly operate a computer and other office productivity equipment such as 

a computer, copier, telephone, tablet, etc. 
o Occasionally position self to reach office equipment, tall shelves, low shelves, 

into deep bins, etc. 
o Constantly communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  
o Frequently process and respond to questions and requests from supervisors, 

staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
We are an equal opportunity employer. The job description is not designed to cover or contain 
a comprehensive listing of activities, duties or responsibilities that are required of the 
employee. Duties, responsibilities and activities may change or new ones may be assigned at 
any time with or without notice. 
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DRAFT Mukwonago Community Library Job Description 
Custodian 

 
POSITION:   

a. Job Title: Custodian 
b. Under Supervision of: Business Manager 
c. Supervises: N/A 
d. Schedule: Part-time including morning, afternoon, evening, and weekend hours. 

Schedule is subject to change from week to week and the candidate must have 
maximum flexibility to be able to fill in for absences. 

e. Benefits: N/A 
f. FLSA Status: Non-exempt 

 
GENERAL POSITION SUMMARY: 
Under the direct supervision of the Business Manager, the Custodian is responsible for 
maintaining a clean, comfortable, and safe environment for all Library staff and Library users. 
Conducts daily maintenance such as vacuuming, dusting, cleaning the restrooms, and stocking 
supplies. 
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Administrative 

• Establishes and maintains schedule of routine janitorial and general maintenance work 
required to keep up appearance and safety of Library facilities and grounds including 
both public and office areas. Performs these custodial routines on a regular basis.  

• Regularly communicates to the Business Manager any issues related to facility 
maintenance.  

• Works with Business Manager to develop lists of necessary custodial supplies. 
 
Routine Maintenance Duties 

• Maintains carpeted floors and runners by vacuuming, removing stains, and shampooing. 

• Maintains tile and vinyl surfaces by sweeping, wet mopping, and dry mopping, and 
waxing these floor surfaces.  

• Maintains furniture and woodwork by washing, dusting, waxing, and polishing specified 
furniture and woodwork.  

• Cleans and disinfects sinks, surfaces, urinals, and toilets in restrooms.  

• Checks and refills paper supplies, soap dispensers, hand sanitizer dispensers, and other 
consumables.  

• Collects trash and recyclable paper and disposes of trash and recyclable material in 
dumpsters.  

• Dusts surfaces, including bookshelves, on a regular schedule.   
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• Wipes interior windows in high traffic areas frequently; wipes exterior and interior 
windows at the library entrance daily; wipes interior windows in other areas on a 
regular schedule. 

• Performs light housekeeping. 

• Attends staff meetings as appropriate. 

• Perform other duties as assigned. 
 

ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Knowledge of standard commercial cleaning equipment, products, and techniques. 

• Ability to complete training on library equipment related to job duties including, but not 
limited to: Village timesheet software; vacuums and other cleaning equipment; building 
security system.  

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and deadlines; working within budgeted guidelines; taking 
direction from supervisor; keeping accurate records in required format; upholding and 
adhering to library policies; and managing time effectively and productively. 

• Ability to successfully track and manage projects. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve.  

• Ability to work independently and make effective decisions. 

• Ability to prioritize and organize workload effectively. 

• Ability to recognize when further information or guidance is needed. 

• Ability to understand and follow oral and written instructions. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: Must be at least 18 years old.  

• Preferred: High school diploma or GED  

• All applicants are subject to fingerprinting and a background check.  Employment is 
contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must have a high standard of cleanliness and take pride in maintaining a clean, 
safe facility. The candidate must be interested in working with their supervisor, Library staff, 
and Library Director to address building maintenance issues and improve routines and 
workflows.  
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PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Occasionally remain in a stationary position 
o Frequently move around an office environment to access floors, shelving, office 

equipment, etc. 
o Occasionally operate a computer and other office productivity equipment such 

as a computer, copier, telephone, tablet, etc. 
o Frequently position self to reach office equipment, tall shelves, low shelves, the 

floor, etc. 
o Occasionally communicate with supervisors, staff, and Library users. Must be 

able to exchange accurate and timely information in these situations.  
o Occasionally process and respond to questions and requests from supervisors, 

staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Occasionally detect and decode writing, pictures, and colors on a computer 
screen, on signage, and on a variety of surfaces 

o Frequently move carts and equipment up to 50 lbs. 
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DRAFT Mukwonago Community Library Job Description 
Library Associate 

 
POSITION:   

a. Job Title: Library Associate 
b. Under Direct Supervision of: Associate Director of Collections and Programs 
c. Supervises: N/A 
d. Schedule: Part-time including morning, afternoon, evening and weekend hours. 

Schedule is subject to change from week to week and the candidate must have 
maximum flexibility to be able to fill in for absences. 

e. Benefits: N/A 
f. FLSA Status: Non-exempt 

 
GENERAL POSITION SUMMARY: 
Working under the direct supervision of the Associate Director of Collections and Programs, this 
position performs work to assist the Collections and Programs Team in delivering programs, 
maintaining the collection, and providing core library services. Performs entry-level professional 
library work by applying the full scope of basic library knowledge and techniques in the 
performance of duties. 
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Programs & Services 

• Under the supervision of the Associate Director of Collections and Programs, creates 
and delivers programs for all ages to meet the needs of the community.  

• Under the supervision of the Youth Services Librarian, assists in producing programs, 
materials, and marketing for youth programs and services.  

• Under the supervision of the Adult Services Librarian, assists in producing programs, 
materials, and marketing for adult programs and services.  

• Under the supervision of the MetaSpace 511 Lead Innovator, assists in producing 
programs, materials, and marketing for MetaSpace programs and services.  

• Manages projects, programs, and timelines including the preparation of a calendar of 
events and programming.  

• Creates displays to enhance the Library experience and to promote use of Library 
resources. 

• Records program statistics in a timely manner in the appropriate spreadsheet or 
software. 

• Performs a variety of promotional activities such as preparing promotional materials, 
attending community events, posting on social media, etc.  

• Performs reference services at the Information Desk including reader’s advisory; placing 

holds; answering the phone; interpreting and applying Library policies and procedures; 

answering reference questions; instructing customers on the use of Library equipment; 

and assisting users with technology, databases, online resources, and the catalog. 
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• Attends staff meetings and library system meetings as appropriate.  

• Performs library opening and closing procedures as required. 

• Performs other job-related duties as assigned. Tasks may extend to other departments 
within the library. 

 
Collections & Cataloging 

• Under the supervision of the Associate Director of Collections and Programs, performs 
basic collection maintenance duties including, but not limited to, discarding items 
identified by Collection Developers for removal from the collection; unboxing and 
organizing new arrivals in preparation for cataloging; and basic cataloging functions.  

• Under the supervision of the appropriate Collection Developer, assists with selecting 
and ordering items for the collection.  

 
EXPERIENCE ACQUIRED FOR POTENTIAL ADVANCEMENT: 

• Cataloging experience 

• Collection development experience 

• Programming experience 

• Reference experience 
 
ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Ability to complete training on and maintain library technologies related to job duties 
and area of supervision including, but not limited to: catalog client and modules, public 
PCs, and productivity software such as Microsoft 365.  

• Ability to display creativity, accountability, and flexibility in implementing the library 

mission, vision, and strategic plan goals. 

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve.  

• Ability to work independently and make effective decisions. 

• Ability to recognize when further information or guidance is needed. 

• Ability to understand and follow oral and written instructions. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  
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• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: High school diploma or equivalent  

• Preferred: Bachelor’s degree in related field   

• Preferred: Experience working in libraries, education, or similar jobs. 

• All applicants are subject to fingerprinting and a background check. Employment is 
contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, be open-minded, and strive to provide excellent customer service. The 
candidate must be eager to collaborate with others and enjoy working in a team environment. 
The candidate should be enthusiastic about developing their knowledge of public libraries and 
growing their professional skills. 
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Constantly operate a computer and other office productivity equipment such as 

a computer, copier, telephone, tablet, etc. 
o Occasionally position self to reach office equipment, tall shelves, low shelves, 

into deep bins, etc. 
o Constantly communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  
o Frequently process and respond to questions and requests from supervisors, 

staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
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The Mukwonago Community Library is an equal opportunity employer. The job description is 
not designed to cover or contain a comprehensive listing of activities, duties or responsibilities 
that are required of the employee. Duties, responsibilities and activities may change or new 
ones may be assigned at any time with or without notice. 
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DRAFT Mukwonago Community Library Job Description 
Library Director 

 
POSITION:   

a. Job Title: Library Director 
b. Under Direct Supervision of: Library Board of Trustees 
c. Supervises: Associate Director of Collections and Programs, Associate Director of 

Circulation and Customer Service 
d. Schedule: 40 hours per week including morning, afternoon, evening and weekend hours 
e. Benefits: This position comes with full benefits. Refer to the Village of Mukwonago 

Employee Handbook for more details. 
f. FLSA Status: Exempt 

 
GENERAL POSITION SUMMARY: 
This multi-faceted position is responsible for the employment and direction of Library staff, care 
of the Library facilities and equipment, efficiency of the Library’s services to the public, 
fulfillment of the strategic plan and mission, care of the Grutzmacher Collection, compliance 
with the Native American Graves Protection and Repatriation Act (NAGPRA), and the operation 
of the Library under the financial conditions set forth in the annual budget. This position reports 
directly to the Library Board and Trustees and serves as a member of the Village’s department 
head team. 
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Leadership  

• Envisions and enacts initiatives that promote the Library’s mission, vision, and values. 

• Creates a positive environment for staff, Library Board, and Library users. 

• Sees potential in others and takes opportunities to apply and develop that potential. 

• Provides a consistent and regular flow of information to appropriate individuals and 
groups. 

• Respects and encourages feedback as part of the communication process. 

• Demonstrates an ability and willingness to adapt to changing organizational needs. 

• Fosters an environment that encourages new ideas. 

• Suggests and develops new concepts, processes, policies, and/or procedures. 

• Serves as primary spokesperson for the Library with local media and organizations. 

• Advocates library issues at local, county, and state government levels. 

• Schedules and ensures training for staff to meet the needs of the Library and maintain 
high quality services.  

 
Executive Officer of the Library 

• Develops strategic plan in coordination with the Library Board of Trustee. Facilitates  
implementation of strategic plan. Reports regularly to the Library Board of Trustees on  
progress of both long and short-range plans. 
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• Keeps the Library Board of Trustees informed on Library issues, needs, trustee training  
opportunities, library trends, and operations of the library. 

• Offers professional advice to the Library Board on items requiring Board action, with  
appropriate recommendations based on thorough study and analysis. 

• Supports and implements Library Board approved policies promptly and effectively. 

• Communicates effectively and efficiently with the Library Board of Trustees. 

• Oversees all operations of the Library including collection development, circulation, 
facility maintenance, programs, and services.  

 
Staff Management 

• Establishes and maintains a Library organizational structure that facilitates maximum  
effectiveness of human resources, facility, and equipment. 

• Develops, implements, and maintains human resource management programs and  
practices that are consistent with the policies established and approved by the Library 
Board of Trustees. Makes recommendations to the Library Board of Trustees on human 
resources programs and policies that would serve to attract, develop, equitably 
compensate, and retain competent personnel. 

• Establishes and maintains a safe working environment within the Library that 
encourages a high level of employee morale and productivity. 

• Delegates authority to staff appropriate to the positions each hold. 

• Encourages staff to develop their skills through workshops and other training 
opportunities. 

• Monitors and evaluates the performance of staff to provide timely formal and informal  
feedback, and provides support, coaching, resources, and remediation to improve job  
performance based on documented deficiencies and proficiencies. 

 
Community Engagement 

• Monitors the scope and effectiveness of existing services on a continuous basis; assures  
that significant trends in customer interests are identified and defined; adapts Library 
resources to meet such trends. 

• Initiates, directs, and maintains continuing liaison with community leaders, other  
groups, other libraries, and local, county, and state government officials, as appropriate 
to Library operations. 

• Promotes the Library and its services throughout the community through speaking  
opportunities, attendance at community group meetings, or other advocacy occasions. 

• Coordinates the Library’s participation in the library system. Advocates for the  
needs of MCL to the library system and other system libraries as well as ensures MCL 
adheres to contracts with and through the library system.  

• Participates and holds office in professional organizations, as appropriate. 

• Performs reference services at the Information Desk including reader’s advisory; placing 

holds; answering the phone; interpreting and applying Library policies and procedures; 

answering reference questions; instructing customers on the use of Library equipment; 

and assisting users with technology, databases, online resources, and the catalog. 
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Administrative 

• Develops agendas and informational materials for Library Board meetings.  

• Develops estimated forecasts of Library operations to facilitate long and short-term  
planning; analyzes information that aids the planning process. 

• Plans and prepares the annual budget to achieve objectives as identified by the Library  
Board of Trustees. Controls expenses of the Library and implements measures necessary 
to ensure compliance with budget limitations. Presents monthly financial statements 
and bills for Library Board of Trustees action. 

• Acts to resolve operational and administrative conflicts and problems. Decides  
alternative courses of actions. Monitors and evaluates progress of delegated matters. 

• Develops internal procedures that uphold and align with policies. Works with staff to  
implement procedures. Provides guidance and training to staff about policies and 
procedures.  

• Adheres to open records and records retention policies. Keeps clear, organized records  
for easy communication to the Library Board, the staff, stakeholders, and future 
managers of Library business. 

 
Grutzmacher Collection & Native American Graves Protection and Repatriation Act (NAGPRA) 

• Ensures compliance with NAGPRA and oversight of the needs of the Grutzmacher 
Collection. 

• Ensures recording keeping for the Grutzmacher Collection and NAGPRA compliance is 
accurate, redundant, and eternally enduring.  

• Executes loan agreements for items in the Collection. Writes, files, and shares 
appropriate paperwork. Oversees transport of items.  

• Executes directives resulting from consultation with Tribes. Communicates actions with 
Library Board.  

• Executes repatriations. Communicates actions with Library Board. 

• Acts as representative of the federal government during consultation with Tribes.  
 
ADDITIONAL KNOWLEDGE, SKILLS, AND ABILITIES: 

• Knowledgeable about library management and public library administration. 

• Knowledgeable about professional library standards and ethics. 

• Knowledgeable about cataloging methods, standards, and best practices 

• Knowledgeable about collection development methods, standards, and best practices 

• Ability to complete training on and maintain library technologies related to job duties 
and area of supervision including, but not limited to: catalog server and client, RFID 
technologies, library server, copiers, hearing loops, public computers, productivity 
software such as Microsoft 365, and library service software.  

• Ability to display creativity, accountability, and flexibility in implementing the library 

mission, vision, and strategic plan goals. 

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
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taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to effectively manage a team. 

• Ability to teach and train staff in an effective and respectful manner.  

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve.  

• Ability to work independently and make effective decisions based upon experience, 

knowledge, and training. 

• Ability to understand and follow oral and written instructions. 

• Ability to utilize data to drive decision making.  

• Ability to recognize trends and library user needs and respond to them appropriately. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: Master’s Degree in Library Science (MLS) or Master’s Degree in Library and 

Information Science (MLIS) from an American Library Association accredited program  

• Required: At least two (2) years of related library work experience with working 

knowledge of automated library systems and online databases. 

• Required: At least two (2) years of management experience.  

• All applicants are subject to fingerprinting and a background check. Employment is 

contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, and open-minded. The candidate must be able to understand how all areas of 
a library work together and be enthusiastic about improving library services as a whole. The 
candidate must be willing to collaborate with others and be constantly looking for ways to 
improve the collections and services. The candidate should have a strong vision for the Library 
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and understand how to enact that vision. The candidate should be excited for the evolution of 
libraries and capable of leading positive change. 
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Constantly operate a computer and other office productivity equipment such as 

a computer, copier, telephone, tablet, etc. 
o Occasionally position self to reach office equipment, tall shelves, low shelves, 

into deep bins, etc. 
o Constantly communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  
o Frequently process and respond to questions and requests from supervisors, 

staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
We are an equal opportunity employer. The job description is not designed to cover or contain a 
comprehensive listing of activities, duties or responsibilities that are required of the employee. 
Duties, responsibilities and activities may change or new ones may be assigned at any time with 
or without notice. 
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DRAFT Mukwonago Community Library Job Description 
Library Page 

 
POSITION:   

a. Job Title: Library Page 
b. Under Direct Supervision of: Associate Director of Circulation and Customer Service 
c. Supervises: N/A 
d. Schedule: Part-time including morning, afternoon, evening and weekend hours. 

Schedule is subject to change from week to week and the candidate must have 
maximum flexibility to be able to fill in for absences. 

e. Benefits: N/A 
f. FLSA Status: Non-exempt 

 
GENERAL POSITION SUMMARY: 
Working under the direct supervision of the Associate Director of Circulation and Customer 
Service, this position performs entry-level work that involves handling, organizing, and shelving 
of Library materials in an accurate and timely manner.  Maintains the general order of the 
Library by straightening the books and materials on the shelves and by keeping the Library 
clean and orderly. Assists with non-customer-service circulation duties such as emptying the 
book drops and checking in returned items. 
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Circulation & Services 

• Under the supervision of the Associate Director of Collections and programs, fulfills the 
needs of the Customer Service department. Performs duties as needed and as assigned 
in circulation, materials processing, and marketing.   

• Under the supervision of the Circulation Specialist, accurately shelves materials in a 
timely and efficient manner.  

• Under the supervision of the Circulation Specialist, assists with basic routine circulation 
tasks such as, but not limited to, pulling items from the picklist. 

• Under the supervision of the Circulation Specialist, performs services in the Circulation 
Workroom including, but not limited to, emptying the book drops; checking in items in 
accordance with procedures; and sorting and organizing items. 

• Under the Supervision of the Marketing & Outreach Specialist, performs basic duties in 
relation to marketing and outreach including, but not limited to, picking and preparing 
items for an outreach delivery; organizing, folding, or otherwise preparing marketing 
materials.  

• Attends staff meetings and library system meetings as appropriate.  

• Performs other job-related duties as assigned. Tasks may extend to other departments 
within the library. 
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Collection Processing & Maintenance  

• Under the supervision of the Materials Specialist, assists in basic duties related to 
maintaining the collection such as, but not limited to, unboxing and verifying shipments 
and organizing materials on carts.  

• Under the supervision of the Materials Specialist, assists in basic duties related to 
circulating the Thingery and specialty items including, but not limited to, cleaning 
and/or resurfacing discs; counting parts of a kit; and organizing materials.  

 
EXPERIENCE ACQUIRED FOR POTENTIAL ADVANCEMENT: 

• Circulation experience 

• Shelving experience 

• Materials processing experience 
 
ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Ability to complete training on library technologies related to job duties including, but 
not limited to: catalog client and modules; RFID technology; barcode scanners; and 
productivity software such as Microsoft 365.  

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve.  

• Ability to work independently and make effective decisions. 

• Ability to recognize when further information or guidance is needed. 

• Ability to understand and follow oral and written instructions. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Preferred: Experience working in libraries, education, or similar jobs. 

• All applicants are subject to fingerprinting and a background check. Employment is 
contingent on passing those assessments. 
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PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, cooperative, and open-minded. The candidate should 
take pride in doing their job duties to a high level of performance and strive to be as accurate 
and efficient as possible. The candidate must be eager to collaborate with others and enjoy 
working in a team environment. The candidate should be enthusiastic about developing their 
knowledge of public libraries and growing their professional skills. 
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Frequently remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Occasionally operate a computer and other office productivity equipment such 

as a computer, copier, telephone, tablet, etc. 
o Frequently position self to reach office equipment, tall shelves, low shelves, into 

deep bins, etc. 
o Frequently communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  
o Frequently process and respond to questions and requests from supervisors, 

staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Constantly detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
The Mukwonago Community Library is an equal opportunity employer. The job description is 
not designed to cover or contain a comprehensive listing of activities, duties or responsibilities 
that are required of the employee. Duties, responsibilities and activities may change or new 
ones may be assigned at any time with or without notice. 
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DRAFT Mukwonago Community Library Job Description 
Marketing & Outreach Specialist 

 
POSITION:   

a. Job Title: Marketing & Outreach Specialist  
b. Under Direct Supervision of: Associate Director of Circulation & Customer Experience 
c. Supervises: Public Service Associates, Library Pages 
d. Schedule: 40 hours per week including morning, afternoon, evening and weekend hours 
e. Benefits: This position comes with full benefits. Refer to the Village of Mukwonago 

Employee Handbook for more details.  
f. FLSA Status: Non-exempt 

 
GENERAL POSITION SUMMARY: 
Working directly under the supervision of the Associate Director of Circulation & Customer 
Experience, this position supervises and coordinates the work and activities in the Marketing 
Department. Conducts outreach and represents the Library at community events. Creates 
marketing materials and maintains digital platforms. Assists the Associate Director in making 
decisions regarding the Marketing and Outreach Department including scheduling and 
workflow improvements.  
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Marketing and Outreach Department & Leadership 

• Responsible for assisting the Associate Director of Circulation and Customer Service in 
the planning, organization, supervision, development, and administration of all library 
services, personnel, operations, and programs as related to the Customer Service Team 
and as determined by the Library Director. 

• Responsible for mentoring as a specialist in their field including coaching staff and 
modeling professional standards and behaviors befitting a leader in the Library. 

• Provides overall leadership including planning, coordinating, and supervising the 
activities of the Marketing and Outreach Department.  

• Uses experience and professional knowledge to identify needs, concerns, or challenges 
in the Marketing and Outreach Department and communicates them to the Associate 
Director of Circulation and Customer Service. 

• Designated point of contact regarding marketing for the library system. Communicates 
marketing related information from the library system to the Associate Director of 
Circulation and Customer Service. Communicates MCL issues related to marketing to the 
library system.  

• Performs administrative tasks such as record keeping, reporting, and scheduling.  

• Supervises Public Service Associates, Library Pages, and other staff assisting in the 
Marketing and Outreach Department. Prepares training materials, guides, and 
procedures as necessary for tasks and duties in the Marketing and Outreach 
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Department. Provides feedback on performance to the staff member being supervised 
and to the Associate Director of Circulation and Customer Service.  

• Attends conferences, workshops, webinars, and training sessions as part of on-going 
professional development. Uses new ideas and information to improve services.  

• Attends staff meetings and library system meetings as appropriate. Represents the 
viewpoint of the Marketing and Outreach Department.  

• Provides input and assists with the development of policies and procedures to ensure 
optimal library operations. 

• Performs human resource activities including, but not limited to, assisting Library 
Director or Associate Directors with screening and selecting staff members, providing 
training and development, and assisting with performance management.  

• Collaborates and coordinates with the other Specialists to deliver high quality 
educational opportunities, collections, and customer service.  

• Performs other job-related duties as assigned. Tasks may extend to other departments 
within the library. 

 
Marketing & Services 

• Creates and implements a variety of marketing and promotional materials in a variety of 
formats that remain cohesive and adhere to branding standards across outlets including, 
but not limited to: print fliers; website content; social media content; handouts and 
swag; brochures; and signage.  

• Photographs and records Library events and programs. 

• Organizes marketing materials in storage, in the designated online depository, and on 
display in the Library.  

• Stays current on changes in marketing, social media platforms, and trends in user 
engagement. Recommends new technologies and platforms. 

• Under the supervision of the Association Director of Circulation and Customer Service, 
develops and maintains systems and points of Library user feedback and data collection 
that provide high quality information for the Associate Directors, Specialists, and Library 
Director.  

• Uses data and Library user feedback to identify marketing needs. Makes 
recommendations on materials that need to be developed and the costs involved.  

• Under the supervision of the Associate Director of Circulation and Customer Service, 
develops and maintains digital communication platforms such as, but not limited to, 
social media, MCL’s website, MCL’s events calendar, and the catalog app. 

• Under the supervision of the Associate Director of Circulation and Customer Service, 
develops and maintains physical communication platforms such as, but not limited to, 
promotional bulletin boards, Library signage, and the community bulletin boards and 
displays. 

• Implements and coordinates library system marketing and engagement initiatives. 
Communicates to and trains staff as necessary.  
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• Uses professional knowledge to purchase marketing and promotional materials wisely. 
Manages allocated budget independently. Assists with development of budget as 
related to marketing including professional printing, swag, etc.  

• Manages projects, schedules, and timelines including assisting the Associate Director of 
Circulation and Customer Service with implementing marketing and communications 
initiatives.  

• Collaborates and communicates with the Circulation Specialist, Materials Specialist, and 
the Collections and Programs Team to regularly to determine priority marketing needs 
across the library and advise on the production of promotional materials in alignment 
with marketing standards and MCL protocols.  

• Performs services at the Circulation Desk including, but not limited to, checking out 
items in accordance with procedures; assisting Library users with basic questions; 
pulling items from the picklist; and answering the phone.  

• Performs services in the Circulation Workroom including, but not limited to, checking in 
items in accordance with procedures; sorting and organizing items; checking items out 
to the smartlockers; and shelving.  

• When necessary, performs the work of Inter-Library Loan (ILL) tasks.  

• When necessary, performs the work of maintaining the cash registers, processing 
payments, money counting, balancing, closeouts, and other financial related tasks.  

 
Outreach 

• Identifies opportunities in the community for collaboration or outreach. Initiates 
communication with identified organization and gathers information and data related to 
collaboration possibilities. Communicates findings to Associate Director of Circulation 
and Customer Service and Library Director.  

• Coordinates and maintains collaborations with local organizations and businesses.  

• Coordinates and supervises Library events, celebrations, and outreach engagements. 

• Maintains positive presence at community events.  

• Recruits and coordinates adult and teen volunteers.  

• Promotes the library’s facilities and collections to community organizations. 

• Coordinates and carries out materials deliveries to homebound Library users, senior 
living facilities, schools, and other identified populations.  

• Identifies and develops relationships with local businesses.  

• Under the supervision of the Associate Director of Circulation and Customer Service, 
solicits and coordinates donations with local businesses and other organizations.  

 
Communications 

• Under the supervision of the Associate Director of Circulation and Customer Service, 
builds and maintains procedures and training materials that integrate MCL protocol, 
confidentiality laws, and brand standards.   

• Under the supervision of the Associate Director of Circulation and Customer Service, 
develops and designs updates to tags, signage, brochures, etc.  
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• Under the supervision of the Associate Director of Circulation and Customer Service, 
collaborates with the other Specialists in the Customer Service Team to identify, 
develop, update, and/or implement signage, materials packaging, brochures, and other 
marketing materials based on the needs of Library users.  

• Under the supervision of the Associate Director of Circulation and Customer Service, 
creates and implements notifications and messaging via appropriate venues for 
emergencies, events, and closures. 

 
EXPERIENCE ACQUIRED FOR POTENTIAL ADVANCEMENT: 

• Supervisory experience  

• Leadership and mentoring experience 

• Project management experience 

• Budget management experience 
 
ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Knowledgeable about professional library standards and ethics. 

• Ability to complete training on and maintain library technologies related to job duties 
and area of supervision including, but not limited to: catalog client and modules, 
productivity software such as Microsoft 365; smartlockers; RFID technology; barcode 
scanners; and label printers.  

• Ability to display creativity, accountability, and flexibility in implementing the library 

mission, vision, and strategic plan goals. 

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to teach and train others in an effective and respectful manner.  

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 
MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 
improve.  

• Ability to work independently and make effective decisions based upon experience, 
knowledge, and training. 

• Ability to understand and follow oral and written instructions. 

• Ability to utilize data to drive decision making.  

• Ability to recognize trends and library user needs and respond to them appropriately. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  
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• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 
courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: Associate’s Degree or vocational training specializing in liberal arts, 
management, marketing, public relations, or related fields.  

• Preferred: Two (2) years’ experience in customer service with preference for library 
experience 

• Equivalent combination of education and experience may be deemed acceptable by the 
hiring authority 

• All applicants are subject to fingerprinting and a background check. Employment is 
contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, be open-minded, and strive to provide excellent customer service. The 
candidate must be eager to collaborate with others and enjoy working in a team environment. 
The candidate should have a clear understanding of how to utilize marketing to positively effect 
the customer experience. The candidate should enjoy meeting people, networking, and being 
out in the community. The candidate should be enthusiastic about meeting the needs of the 
community and take pride in providing high quality service. 
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position. 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Constantly operate a computer and other office productivity equipment such as 

a computer, copier, telephone, tablet, etc. 
o Occasionally position self to reach office equipment, tall shelves, low shelves, 

into deep bins, etc. 
o Occasionally move large boxes, bulky objects, and other items for outreach visits 

via a vehicle or bicycle. 
o Constantly communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  

92



 

DRAFT Mukwonago Community Library Job Description 
Marketing and Outreach Specialist_for LB 20231012  Page 6 of 6 

o Frequently process and respond to questions and requests from supervisors, 
staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
We are an equal opportunity employer. The job description is not designed to cover or contain 
a comprehensive listing of activities, duties or responsibilities that are required of the 
employee. Duties, responsibilities and activities may change or new ones may be assigned at 
any time with or without notice. 
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DRAFT Mukwonago Community Library Job Description 
Materials Specialist 

 
POSITION:   

a. Job Title: Materials Specialist  
b. Under Direct Supervision of: Associate Director of Circulation & Customer Experience 
c. Supervises: Public Service Associates, Library Pages 
d. Schedule: Part-time including morning, afternoon, evening and weekend hours. 

Schedule is subject to change from week to week and the candidate must have 
maximum flexibility to be able to fill in for absences. 

e. Benefits: N/A 
f. FLSA Status: Non-Exempt 

 
GENERAL POSITION SUMMARY: 
Working directly under the supervision of the Associate Director of Circulation & Customer 
Experience, this position supervises and coordinates the work and activities in the Materials 
Processing Department. Performs a variety of library and clerical functions related to the 
circulation, processing, and maintenance of print and non-print materials. Trains and supervises 
Public Service Associates, Library Pages, and other staff on book repair, new item processing, 
and Thingery maintenance procedures. Assists the Associate Directors in making decisions 
regarding the Materials Processing Department including scheduling and workflow 
improvements.  
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Materials Processing Department & Leadership 

• Responsible for assisting the Associate Director of Circulation and Customer Service in 
the planning, organization, supervision, development, and administration of all library 
services, personnel, operations, and programs as related to the Customer Service Team 
and as determined by the Library Director. 

• Responsible for mentoring as a specialist in their field including coaching staff and 
modeling professional standards and behaviors befitting a leader in the Library. 

• Provides overall leadership including planning, coordinating, and supervising the 
activities of the Materials Processing Department.  

• Uses experience and professional knowledge to identify needs, concerns, or challenges 
in the Materials Processing Department and communicates them to the Associate 
Director of Circulation and Customer Service. 

• Designated point of contact regarding materials processing for the library system. 
Communicates materials processing related information from the library system to the 
Associate Director of Circulation and Customer Service. Communicates MCL issues 
related to materials processing to the library system.  

• Performs administrative tasks such as record keeping, reporting, and scheduling.  
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• Supervises Public Service Associates, Library Pages, and other staff assisting in the 
Materials Processing Department. Prepares training materials, guides, and procedures 
as necessary for tasks and duties in the Materials Processing Department. Provides 
feedback on performance to the staff member being supervised and to the Associate 
Director of Circulation and Customer Service.  

• Attends conferences, workshops, webinars, and training sessions as part of on-going 
professional development. Uses new ideas and information to improve services.  

• Attends staff meetings and library system meetings as appropriate. Represents the 
viewpoint of the Materials Processing Department.  

• Provides input and assists with the development of policies and procedures to ensure 
optimal library operations. 

• Performs human resource activities including, but not limited to, assisting Library 
Director or Associate Directors with screening and selecting staff members, providing 
training and development, and assisting with performance management.  

• Collaborates and coordinates with the other Specialists to deliver high quality 
educational opportunities, collections, and customer service.  

• Performs other job-related duties as assigned. Tasks may extend to other departments 
within the library. 

 
Materials Processing & Customer Service 

• Implements materials processing standard operating procedures and Library policies. 
Assures that materials processing is consistent with the Library’s policies, procedures, 
philosophies, and mission. 

• Performs services at the Circulation Desk including, but not limited to, checking out 

items in accordance with procedures; assisting Library users with basic questions; 

pulling items from the picklist; and answering the phone.  

• Performs services in the Circulation Workroom including, but not limited to, checking in 

items in accordance with procedures; sorting and organizing items; checking items out 

to the smartlockers; and shelving.  

• Runs and processes, daily, weekly, and monthly reports. 

• Troubleshoots and problem solves collection maintenance related issues. 

Communicates solutions promptly and clearly to the Customer Service Team.  

• Develops, implements, and maintains procedures for identifying and routing damaged 
or otherwise questionable materials to the Materials Processing Department for repair 
or problem solving. Performs and supervises same work. 

• Develops, implements, and maintains procedures for processing new materials. 
Performs and supervises same work. 

• Develops, implements, and maintains procedures for Thingery item check in and return 
to circulation. Performs and supervises same work.  

• Supervises and performs Thingery item maintenance and repair, including on technically 
involved or complicated Thingery items.  
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• Uses professional knowledge to purchase materials processing consumables wisely. 
Manages allocated budget independently. Assists with development of budget as 
related to materials processing including packaging, tags, covers, etc.  

• Identifies cataloging errors and refers materials to Collection Developers.  

• Maintains performance and repair of materials processing equipment and recommends 

equipment improvements to the Associate Director of Circulation and Customer Service. 

• Manages projects, schedules, and timelines including assisting the Associate Director of 
Circulation and Customer Service with the preparation of work schedules for shifts in 
the Materials Processing Department.  

• Collaborates and communicates with the Circulation Specialist regularly to identify 
issues and to problem solve.  

• Collaborates and communicates with the Marketing and Outreach Specialist regularly to 
identify and request updated signage, tags, brochures, etc. to improve the customer 
experience. 

• Collaborates and communicates with the Collection Developers regularly to discuss 

addition of new materials and issues regarding the packaging, maintenance, and 

circulation of items the Collection Developers have selected. 

• When necessary, performs the work of Inter-Library Loan (ILL) tasks.  

• When necessary, performs the work of maintaining the cash registers, processing 

payments, money counting, balancing, closeouts, and other financial related tasks.  

 
Communications 

• Under the supervision of the Associate Director of Circulation and Customer Service, 
builds and maintains procedures and training materials that integrate MCL protocol, 
confidentiality laws, and brand standards.   

• Examines existing collection packaging and tagging and recommends improvements. 
Under the supervision of the Associate Director of Circulation and Customer Service, 
implements updates to tags, signage, brochures, etc.  

• Under the supervision of the Associate Director of Circulation and Customer Service, 
collaborates with the other Specialists in the Customer Service Team to identify, 
develop, update, and/or implement signage, materials packaging, brochures, and other 
marketing materials based on the needs of Library users.  

 
EXPERIENCE ACQUIRED FOR POTENTIAL ADVANCEMENT: 

• Supervisory experience  

• Leadership and mentoring experience 

• Project management experience 

• Budget management experience 
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ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Knowledgeable about professional library standards and ethics. 

• Ability to complete training on and maintain library technologies related to job duties 
and area of supervision including, but not limited to: catalog client and modules, 
productivity software such as Microsoft 365; smartlockers; RFID technology; barcode 
scanners; and label printers.  

• Ability to display creativity, accountability, and flexibility in implementing the library 

mission, vision, and strategic plan goals. 

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to teach and train others in an effective and respectful manner.  

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve.  

• Ability to work independently and make effective decisions based upon experience, 

knowledge, and training. 

• Ability to understand and follow oral and written instructions. 

• Ability to utilize data to drive decision making.  

• Ability to recognize trends and library user needs and respond to them appropriately. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: Associate’s Degree or vocational training specializing in liberal arts, 
management, or related fields.  

• Preferred: Two (2) years’ experience in customer service with preference for library 
experience. 

• Equivalent combination of education and experience may be deemed acceptable by the 
hiring authority. 
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• All applicants are subject to fingerprinting and a background check. Employment is 
contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, be open-minded, and strive to provide excellent customer service. The 
candidate must be eager to collaborate with others and enjoy working in a team environment. 
The candidate should have a clear understanding of how collection maintenance, staff training, 
and efficient procedures provide high quality customer service and should eagerly seek to 
improve their department to continuously improve service. The candidate should be 
enthusiastic about meeting the needs of the community and take pride in providing high quality 
service. 
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Constantly operate a computer and other office productivity equipment such as 

a computer, copier, telephone, tablet, etc. 
o Occasionally position self to reach office equipment, tall shelves, low shelves, 

into deep bins, etc. 
o Constantly communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  
o Frequently process and respond to questions and requests from supervisors, 

staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
We are an equal opportunity employer. The job description is not designed to cover or contain 
a comprehensive listing of activities, duties or responsibilities that are required of the 
employee. Duties, responsibilities and activities may change or new ones may be assigned at 
any time with or without notice. 
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DRAFT Mukwonago Community Library Job Description 
MetaSpace 511 Lead Innovator 

 
POSITION:   

a. Job Title: MetaSpace 511 Lead Innovator 
b. Under Direct Supervision of: Associate Director of Collections and Programs 
c. Supervises: Library Associates 
d. Schedule: 40 hours per week including morning, afternoon, evening and weekend hours 
e. Benefits: This position comes with full benefits. Refer to the Village of Mukwonago 

Employee Handbook for more details.  
f. FLSA Status: Non-exempt 

 
GENERAL POSITION SUMMARY: 
Working directly under the supervision of the Associate Director of Collections and Programs, 
this position utilizes the technology in the MetaSpace 511 (makerspace) to develop and deliver 
innovative maker programming designed to foster the Library user’s creativity and catalyze 
collaboration. Manages all MetaSpace 511 technology including maintenance, replacement, 
and additions. Trains and supervises staff, interns, and Library users on the safe and correct use 
of tools, spaces, and technologies. Creates and delivers maker-related programs. Collaborates 
with other departments to integrate making and the makerspace into educational experiences 
for all ages. Conducts outreach programs to promote MetaSpace 511 to the community.   
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
MetaSpace 511 Department & Leadership 

• Responsible for assisting the Associate Director of Collections and Programs in the 
planning, organization, supervision, development, and administration of all Library 
services, personnel, operations, and programs as related to the Collections & Programs 
Team and as determined by the Library Director. 

• Responsible for mentoring as a specialist in their field including coaching staff and 
modeling professional standards and behaviors befitting a leader in the Library. 

• Provides overall leadership including planning, coordinating, and supervising the 
activities of the MetaSpace.  

• Uses experience and professional knowledge to identify needs, concerns, or challenges 
in the MetaSpace and communicates them to the Associate Director of Collections and 
Programs. 

• Designated point of contact regarding makerspaces for the library system. 
Communicates makerspace related information from the library system to the Associate 
Director of Collections and Programs. Communicates MCL issues related to makerspaces 
to the library system.  

• Performs administrative tasks such as record keeping, reporting, and scheduling.  

• Supervises Library Associates and other staff assisting in the MetaSpace. Prepares 
training materials, guides, and procedures as necessary for tasks and duties in the 
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MetaSpace. Provides feedback on performance to the staff member being supervised 
and to the Associate Director of Collection and Programs.  

• Attends conferences, workshops, webinars, and training sessions related to job 
description as part of on-going professional development. Uses new ideas and 
information to improve services and collections.  

• Attends staff meetings and library system meetings as appropriate. Represents the 
viewpoint of the MetaSpace.  

• Provides input and assists with the development of policies and procedures to ensure 
optimal library operations. 

• Performs human resource activities including, but not limited to, assisting Library 
Director or Associate Directors with screening and selecting staff members, providing 
training and development, and assisting with performance management.  

• Collaborates and coordinates with the other Specialists to deliver high quality 
educational opportunities, collections, and customer service.  

• Performs other job-related duties as assigned. Tasks may extend to other departments 
within the library. 

 
MetaSpace Tools, Facility, and Maintenance 

• Under the supervision of the Associate Director of Collections and Programs and within 
the limits of the budget and facility, researches and selects quality tools and 
technologies for the MetaSpace.  

• Is the definitive expert on all tools, spaces, and technologies of the MetaSpace including, 
but not limited to, identifying safety concerns; creating and communicating appropriate 
and safe usage guidelines; determining appropriate use of the space to  ensure health 
and safety as well as maximize the potential of the space; and creating procedures and 
training in accordance with policies.   

• Under the direction of the Associate Director of Collections and Programs, utilizes tools, 
user feedback, and professional discretion to identify needs in the MetaSpace and 
continuously evolve approach to meet the needs of the community.  

• Uses professional knowledge to purchase materials wisely. Manages allocated budget 
independently. Assists with development of materials budget. 

• Stays current on changes in makerspaces, technology, and user demands. Utilizes new 
technologies and platforms to track and respond to trends and changes in demands. 
Maintains current knowledge of makerspace trends, neighboring makerspaces, DIY 
trends, etc. 

• Performs the setup, configuration, troubleshooting and maintenance of MetaSpace 511 
technology such as printers, monitors, 3D printers, scanners, laptops, projectors, laser 
machine, and other equipment as necessary.  

• Trains and supervises Library Associates and other staff on maintaining MetaSpace tools 
and facility.  
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Programs & Services 

• Utilizes hands-on training and collaboration with patrons in support of STEAM (Science, 
Technology, Engineering, Art and Mathematic) content and resources. 

• Trains and supervises Library Associates and other staff to assist library users in the 
MetaSpace. 

• Manages projects, programs, and timelines for MetaSpace 511 including the 
preparation of a calendar of events and programming.  

• Instructs staff and the general public on programming, tools, technology, and activities 
in MetaSpace 511 such as 3D printing, electronics, robotics, coding, virtual reality, 
analog to digital conversion, video and photo creation, computer technology, and more. 

• Performs a variety of promotional activities such as preparing promotional materials, 
attending community events, posting on social media, etc.  

• Develops and maintains contacts with organizations, individuals, schools, and others in 
the community to participate and partner with the Library regarding MetaSpace 511. 

• Performs reference services at the Information Desk including reader’s advisory; placing 
holds; answering the phone; interpreting and applying Library policies and procedures; 
answering reference questions; instructing customers on the use of Library equipment; 
and assisting users with technology, databases, online resources, and the catalog. 
 

ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Knowledgeable about professional library standards and ethics. 

• Ability to complete training on and maintain library technologies related to job duties 
and area of supervision including, but not limited to: productivity software such as 
Microsoft 365; CAD programs and other software related to 3D printing and laser 
machines; public PCs; and MetaSpace PCs .  

• Ability to display creativity, accountability, and flexibility in implementing the library 

mission, vision, and strategic plan goals. 

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to teach and train others in an effective and respectful manner.  

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve.  

• Ability to work independently and make effective decisions based upon experience, 

knowledge, and training. 

• Ability to understand and follow oral and written instructions. 
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• Ability to utilize data to drive decision making.  

• Ability to recognize trends and library user needs and respond to them appropriately. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: Bachelor’s degree or vocational equivalent in related field such as education, 
engineering, or information technology 

• Preferred: Two (2) years of related work experience preferably within an educational 
setting such as a library, schools, and/or community organization  

• Equivalent combination of education and experience may be deemed acceptable by the 
hiring authority 

• Preferred: Working knowledge of maker technology such as, but not limited to, 3D 
printers, drones, laser machines, sewing machines, and coding  

• All applicants are subject to fingerprinting and a background check. Employment is 
contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, be open-minded, and strive to provide excellent customer service. The 
candidate must be eager to collaborate with others and enjoy working in a team environment. 
The candidate should have a thorough knowledge of maker technologies and trends and 
eagerly seek ways to provide Library users opportunities to try new and creative things. The 
candidate should be enthusiastic about meeting the needs of the community and take pride in 
providing high quality programs and collections. 
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
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o Constantly operate a computer and other office productivity equipment such as 
a computer, copier, telephone, tablet, etc. 

o Occasionally position self to reach office equipment, tall shelves, low shelves, 
into deep bins, etc. 

o Constantly communicate with supervisors, staff, and Library users. Must be able 
to exchange accurate and timely information in these situations.  

o Frequently process and respond to questions and requests from supervisors, 
staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
The Mukwonago Community Library is an equal opportunity employer. The job description is 
not designed to cover or contain a comprehensive listing of activities, duties or responsibilities 
that are required of the employee. Duties, responsibilities and activities may change or new 
ones may be assigned at any time with or without notice. 
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DRAFT Mukwonago Community Library Job Description 
Public Service Associate 

 
POSITION:   

a. Job Title: Public Service Associate 
b. Under Direct Supervision of: Associate Director of Circulation and Customer Service 
c. Supervises: N/A 
d. Schedule: Part-time including morning, afternoon, evening and weekend hours. 

Schedule is subject to change from week to week and the candidate must have 
maximum flexibility to be able to fill in for absences. 

e. Benefits: N/A 
f. FLSA Status: Non-exempt 

 
GENERAL POSITION SUMMARY: 
Working under the direct supervision of the Associate Director of Circulation and Customer 
Service, this position provides customer service at the Circulation Desk as well as performs core 
circulation duties. Performs entry-level library work such as checking in and out items; sorting 
materials; inspecting materials for damage and conducting basic repairs; assisting with new 
materials processing; and assisting with inter-library loan (ILL). 
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Circulation & Services 

• Under the supervision of the Associate Director of Collections and programs, fulfills the 
needs of the Customer Service department. Performs duties as needed and as assigned 
in circulation, materials processing, and marketing.   

• Under the supervision of the Circulation Specialist, performs services at the Circulation 
Desk including, but not limited to, checking out items in accordance with procedures; 
assisting Library users with basic questions; creating new library cards; explaining and 
upholding policies; pulling items from the picklist; and answering the phone. 

• Under the supervision of the Circulation Specialist, calculates fines, collects library 

charges from library users, and uses a cash register to enter payments. 

• Under the supervision of the Circulation Specialist, performs services in the Circulation 
Workroom including, but not limited to, checking items for damage; checking in items in 
accordance with procedures; sorting and organizing items; checking items out to the 
smartlockers; and shelving. 

• Under the supervision of the Circulation Specialist, performs inter-library loan duties 
such as preparing items for delivery, checking in items from libraries outside the library 
system, and utilizing the ILL software. 

• Under the Supervision of the Marketing & Outreach Specialist, performs basic duties in 
relation to marketing and outreach including, but not limited to, picking and preparing 
items for an outreach delivery; organizing, folding, or otherwise preparing marketing 
materials; and assisting with basic marketing creation, publication, and distribution.  
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• Attends staff meetings and library system meetings as appropriate.  

• Performs library opening and closing procedures as required. 

• Performs other job-related duties as assigned. Tasks may extend to other departments 
within the library. 
 

Collection Processing & Maintenance  

• Under the supervision of the Materials Specialist, assists in processing new materials 
including, but not limited to, unboxing and verifying shipments; applying labels; and 
covering books.  

• Under the supervision of the Materials Specialist, assists in repairing worn, damaged, or 
broken items. 

• Under the supervision of the Materials Specialist, assists in circulating the Thingery and 
specialty items including, but not limited to, assessing returned items for all parts; 
conducting basic troubleshooting; and cleaning items in preparation for placing them 
back into circulation. 

• Identifies cataloging errors and refers materials to Collection Developers.  
 
EXPERIENCE ACQUIRED FOR POTENTIAL ADVANCEMENT: 

• Circulation experience 

• Materials repair and maintenance experience 

• Customer service experience 

• Inter-Library Loan (ILL) experience 
 
ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Ability to complete training on and maintain library technologies related to job duties 
including, but not limited to: catalog client and modules; RFID technology; smartlockers; 
barcode scanners; self-checkout machines; and productivity software such as Microsoft 
365.  

• Ability to display creativity, accountability, and flexibility in implementing the library 

mission, vision, and strategic plan goals. 

• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve.  

• Ability to work independently and make effective decisions. 
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• Ability to recognize when further information or guidance is needed. 

• Ability to understand and follow oral and written instructions. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: High school diploma or equivalent  

• Preferred: Associates degree or Bachelor’s degree in related field   

• Preferred: Experience working in libraries, education, or similar jobs. 

• All applicants are subject to fingerprinting and a background check. Employment is 
contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, be open-minded, and strive to provide excellent customer service. The 
candidate must be eager to collaborate with others and enjoy working in a team environment. 
The candidate should be enthusiastic about developing their knowledge of public libraries and 
growing their professional skills. 
 
PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Constantly operate a computer and other office productivity equipment such as 

a computer, copier, telephone, tablet, etc. 
o Occasionally position self to reach office equipment, tall shelves, low shelves, 

into deep bins, etc. 
o Constantly communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  
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o Frequently process and respond to questions and requests from supervisors, 
staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
The Mukwonago Community Library is an equal opportunity employer. The job description is 
not designed to cover or contain a comprehensive listing of activities, duties or responsibilities 
that are required of the employee. Duties, responsibilities and activities may change or new 
ones may be assigned at any time with or without notice. 
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DRAFT Mukwonago Community Library Job Description 
Youth Services Librarian 

POSITION:   
a. Job Title: Youth Services Librarian 
b. Under Direct Supervision of: Associate Director of Collections and Programs 
c. Supervises: Library Associates 
d. Schedule: 40 hours per week including morning, afternoon, evening and weekend hours 
e. Benefits: This position comes with full benefits. Refer to the Village of Mukwonago 

Employee Handbook for more details.  
f. FLSA Status: Non-exempt 

 
GENERAL POSITION SUMMARY: 
Working directly under the supervision of the Associate Director of Collections and Programs, 
this position supervises and coordinates the work and activities in the Youth Services 
Department. Provides professional library services to children, teens, and adults. Develops and 
catalogs the youth collections. Manages budgets allocated to the Youth Services Department. 
Plans, coordinates, and performs youth programming and outreach activities. Advocates for 
Youth Services and acts as a liaison with schools and other agencies and organizations within 
the community.  
 
DUTIES AND RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
 
Youth Services Department & Leadership 

• Responsible for assisting the Associate Director of Collections and Programs in the 
planning, organization, supervision, development, and administration of all library 
services, personnel, operations, and programs as related to the Collections & Programs 
Team and as determined by the Library Director. 

• Responsible for mentoring as a specialist in their field including coaching staff and 
modeling professional standards and behaviors befitting a leader in the Library. 

• Provides overall leadership including planning, coordinating, and supervising the 
activities of the Youth Services Department.  

• Uses experience and professional knowledge to identify needs, concerns, or challenges 
in the Youth Services Department and communicates them to the Associate Director of 
Collections and Programs. 

• Designated point of contact regarding youth services for the library system. 
Communicates youth services related information from the library system to the 
Associate Director of Collections and Programs. Communicates MCL issues related to 
youth services to the library system.  

• Performs administrative tasks such as record keeping, reporting, and scheduling.  

• Supervises Library Associates and other staff assisting in the Youth Services Department. 
Prepares training materials, guides, and procedures as necessary for tasks and duties in 
the youth services department. Provides feedback on performance to the staff member 
being supervised and to the Associate Director of Collection and Programs.  
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• Attends conferences, workshops, webinars, and training sessions as part of on-going 
professional development. Uses new ideas and information to improve services and 
collections.  

• Attends staff meetings and library system meetings as appropriate. Represents the 
viewpoint of youth services.  

• Provides input and assists with the development of policies and procedures to ensure 
optimal library operations. 

• Performs human resource activities including, but not limited to, assisting Library 
Director or Associate Directors with screening and selecting staff members, providing 
training and development, and assisting with performance management.  

• Collaborates and coordinates with the other Specialists to deliver high quality 
educational opportunities, collections, and customer service.  

• Performs other job-related duties as assigned. Tasks may extend to other departments 
within the library. 

 
Collection Development 

• Selects youth materials from reputable sources and according to policy. Maintains 
collection through periodic review and deselection of worn or non-circulating materials.  

• Is the definitive Collection Developer for all items added to the youth collection. Uses 
professional judgment to consider requests from the community, recommendations 
from staff members, and donated items.   

• Under the direction of the Associate Director of Collections and Programs, utilizes tools, 
user feedback, and professional discretion to identify needs in the collection and 
continuously evolve collection development approach to meet the needs of the 
community.  

• Uses professional knowledge to purchase materials wisely. Manages allocated budget 
independently. Assists with development of materials budget. 

• Stays current on changes in publishing, technology, and user demands. Utilizes new 
technologies and platforms to track and respond to trends and changes in demands for 
materials. Maintains current knowledge of materials, online databases and resources, 
current library trends in technology, etc. 

• Trains and supervises Library Associates on routine collection development tasks.  
 
Cataloging 

• Under the supervision of the Associate Director of Collections and Programs, utilizes 
library client/server software to catalog items selected for the youth collection 
according to professional and MCL standards.  

• Audits and updates bibliographic and item records as needed. Communicates to the 
Associate Director if errors are found or if they are unable to fix something.   

• Supervises Library Associates on routine cataloging tasks as approved by the Associate 
Director of Collections and Programs.   

• Creates catalog content that engages patrons and promotes the Library’s collections.  
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Programs & Services 

• Performs outreach visits and activities to local schools, daycares, parent groups, etc. 

• Creates and performs programs for youth including storytime and reading programs. 

• Manages projects, programs, and timelines including the preparation of a calendar of 
events and programming.  

• Uses data and feedback to provide programs that the community wants and needs.   

• Creates displays to enhance the Library experience and to promote use of Library 
resources. 

• Performs a variety of promotional activities such as preparing promotional materials, 
attending community events, posting on social media, etc.  

• Under the direction of the Associate Director of Collections and Programs, coordinates 
the Summer Library Program for youth including reading activities, programs, 
performers, and volunteers 

• Establishes and maintains relationships with appropriate agencies and organizations 
within the community in order to promote library services and facilitate programming 
and service delivery through various outreach efforts. 

• Performs and supervises reference services at the Youth Services Desk including 

reader’s advisory; placing holds; interpreting and applying Library policies and 

procedures; answering reference questions; instructing customers on the use of Library 

equipment; and assisting users with technology, databases, online resources, and the 

catalog.  

• Organizes and maintains a neat and orderly Youth Services Desk that clearly promotes 
Library initiatives and programs.  

• Performs reference services at the Information Desk including reader’s advisory; placing 

holds; answering the phone; interpreting and applying Library policies and procedures; 

answering reference questions; instructing customers on the use of Library equipment; 

and assisting users with technology, databases, online resources, and the catalog. 

 
EXPERIENCE ACQUIRED FOR POTENTIAL ADVANCEMENT: 

• Supervisory experience  

• Leadership and mentoring experience 

• Project management experience 

• Budget management experience 
 
ADDITIONAL KNOWLEDGE, SKILLS AND ABILITIES: 

• Knowledgeable about professional library standards and ethics. 

• Ability to complete training on and maintain library technologies related to job duties 
and area of supervision including, but not limited to: catalog client and modules, public 
PCs, and productivity software such as Microsoft 365.  

• Ability to display creativity, accountability, and flexibility in implementing the library 

mission, vision, and strategic plan goals. 
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• Ability to adhere to professional standards of behavior including, but not limited to: 
maintaining schedules and meeting deadlines; working within budgeted guidelines; 
taking direction from supervisor; keeping accurate records in required format; 
upholding and adhering to library policies; and managing time effectively and 
productively. 

• Ability to teach and train others in an effective and respectful manner.  

• Ability to successfully track and manage projects. 

• Ability to positively and effectively interact with diverse individuals. 

• Ability to establish and maintain effective working relationships with direct supervisor, 

MCL staff, other agencies, and the general public. 

• Ability to learn new tasks and skills, take feedback, reflect on performance, and 

improve.  

• Ability to work independently and make effective decisions based upon experience, 

knowledge, and training. 

• Ability to understand and follow oral and written instructions. 

• Ability to utilize data to drive decision making.  

• Ability to recognize trends and library user needs and respond to them appropriately. 

• Ability to physically perform the essential job functions. 

• Ability to work a flexible schedule that will include days, evenings, and weekends.  

• Skilled in utilizing technology to conduct all aspects of the job including communication, 
record keeping, and customer service.  

• Excellent oral and written communication skills. 

• Excellent customer service skills. 

• Excellent interpersonal skills using tact, adhering to privacy policies, patience and 

courtesy. 

 
QUALIFICATIONS AND REQUIREMENTS: 

• Required: Master’s Degree in Library Science (MLS) or Master’s Degree in Library and 
Information Science (MLIS) from an American Library Association accredited program  

• Preferred: two (2) years of related library work experience 

• All applicants are subject to fingerprinting and a background check. Employment is 
contingent on passing those assessments. 

 
PERSONAL ATTRIBUTES:   
The candidate must be detail orientated, have a high standard of customer service, be friendly 
and cooperative, be open-minded, and strive to provide excellent customer service. The 
candidate must be eager to collaborate with others and enjoy working in a team environment. 
The candidate should have a thorough knowledge of children’s, tweens’, and teens’ needs and 
interests in reading for information, recreation, and knowledge. The candidate should be 
enthusiastic about meeting the needs of the community and take pride in providing high quality 
programs and collections.  
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PHYSICAL DEMANDS/WORKING CONDITIONS: 
The physical demands described here are representatives of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• Work is performed inside a typical interior/office work environment. While performing 
the duties of this job, this position is regularly required to: 

o Constantly remain in a stationary position 
o Frequently move around an office environment to access drawers, shelving, 

office equipment, etc. 
o Constantly operate a computer and other office productivity equipment such as 

a computer, copier, telephone, tablet, etc. 
o Occasionally position self to reach office equipment, tall shelves, low shelves, 

into deep bins, etc. 
o Constantly communicate with supervisors, staff, and Library users. Must be able 

to exchange accurate and timely information in these situations.  
o Frequently process and respond to questions and requests from supervisors, 

staff, and Library users. Must be able to exchange accurate and timely 
information in these situations. 

o Frequently detect and decode writing, pictures, and colors on a computer 
screen, in small and large size, on signage, close up, and on a variety of surfaces 

o Occasionally move carts up to 50 lbs. 
 
The Mukwonago Community Library is an equal opportunity employer. The job description is 
not designed to cover or contain a comprehensive listing of activities, duties or responsibilities 
that are required of the employee. Duties, responsibilities and activities may change or new 
ones may be assigned at any time with or without notice. 
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hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

2023 MCL Wage Range $31.00 $37.21 $43.41 2023 MCL Wage Range N/A N/A N/A
MCL Compensation Study 2023 MCL Compensation Study 2023

Average $33.93 $40.42 $46.91 Average $25.34 $30.24 $35.14
50th Percentile $34.20 $40.55 $46.89 50th Percentile $27.23 $31.19 $35.14
60th Percentile $34.72 $41.82 $48.91 60th Percentile $27.74 $31.45 $35.17
65th Percentile $34.98 $42.05 $49.12 65th Percentile $28.00 $31.59 $35.18
75th Percentile $35.71 $42.63 $49.55 75th Percentile $28.51 $31.86 $35.21
80th Percentile $36.09 $42.92 $49.76 80th Percentile $28.76 $31.99 $35.22

WI Libraries Survey 2023 WI Libraries Survey 2023
Southeast Region $33.82 $36.80 $39.77 Southeast Region $30.31 $33.58 $36.84

Municipal Population 5,000-10,000 $31.91 $34.33 $36.74 Municipal Population 5,000-10,000 $24.99 $26.35 $27.70

Average Wage Range 
(average of highlighted min and max) $32.67 $37.19 $41.71

Average Wage Range 
(average of highlighted min and max) $26.88 $30.05 $33.23

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

2023 MCL Wage Range $18.45 $22.14 $25.83 2023 MCL Wage Range $20.29 $24.35 $28.41
MCL Compensation Study 2023 MCL Compensation Study 2023

Average $18.63 $21.81 $25.00 Average $22.02 $25.17 $28.32
50th Percentile $18.63 $21.81 $25.00 50th Percentile $22.11 $25.13 $28.15
60th Percentile $18.66 $21.91 $25.16 60th Percentile $22.98 $25.73 $28.49
65th Percentile $18.68 $21.96 $25.25 65th Percentile $23.05 $25.81 $28.57
75th Percentile $18.71 $22.06 $25.41 75th Percentile $23.43 $26.87 $30.31
80th Percentile $18.73 $22.11 $25.50 80th Percentile $23.67 $27.37 $31.07

WI Libraries Survey 2023 WI Libraries Survey 2023
Southeast Region $28.02 $31.14 $34.26 Southeast Region $24.56 $27.71 $30.85

Municipal Population 5,000-10,000 N/A N/A N/A Municipal Population 5,000-10,000 $24.32 $26.56 $28.80

Average Wage Range 
(average of highlighted min and max) $21.70 $25.03 $28.36

Average Wage Range 
(average of highlighted min and max) $22.80 $25.95 $29.10

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

2023 MCL Wage Range $20.29 $24.35 $28.41 2023 MCL Wage Range $18.45 $22.14 $25.83
MCL Compensation Study 2023 MCL Compensation Study 2023

Average $20.29 $24.35 $28.41 Average $21.02 $24.41 $27.79
50th Percentile $20.29 $24.35 $28.41 50th Percentile $21.04 $24.22 $27.39
60th Percentile $20.29 $24.35 $28.41 60th Percentile $21.32 $24.82 $28.33
65th Percentile $20.29 $24.35 $28.41 65th Percentile $21.46 $25.13 $28.79
75th Percentile $20.29 $24.35 $28.41 75th Percentile $22.02 $25.85 $29.67
80th Percentile $20.29 $24.35 $28.41 80th Percentile $22.33 $26.22 $30.11

WI Libraries Survey 2023 WI Libraries Survey 2023
Southeast Region N/A N/A N/A Southeast Region $22.63 $23.86 $25.08

Municipal Population 5,000-10,000 N/A N/A N/A Municipal Population 5,000-10,000 $23.01 $25.36 $27.71

Average Wage Range 
(average of highlighted min and max) $20.29 $24.35 $28.41

Average Wage Range 
(average of highlighted min and max) $21.28 $23.94 $26.60

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

2023 MCL Wage Range $18.45 $22.14 $25.83 2023 MCL Wage Range $14.54 $17.45 $20.36
MCL Compensation Study 2023 MCL Compensation Study 2023

Average $16.91 $19.86 $22.81 Average $16.74 $19.12 $21.50
50th Percentile $17.35 $20.41 $23.47 50th Percentile $15.30 $17.83 $20.36
60th Percentile $17.57 $20.76 $23.94 60th Percentile $16.84 $19.09 $21.34
65th Percentile $17.68 $20.93 $24.18 65th Percentile $17.61 $19.72 $21.83
75th Percentile $17.90 $21.28 $24.65 75th Percentile $19.15 $20.98 $22.81
80th Percentile $18.01 $21.45 $24.89 80th Percentile $19.62 $21.83 $24.04

WI Libraries Survey 2023 WI Libraries Survey 2023
Southeast Region $22.98 $25.54 $28.09 Southeast Region $16.93 $18.35 $19.77

Municipal Population 5,000-10,000 $17.55 $17.55 $17.55 Municipal Population 5,000-10,000 $15.65 $17.63 $19.61

Average Wage Range 
(average of highlighted min and max) $18.97 $21.27 $23.57

Average Wage Range 
(average of highlighted min and max) $15.97 $18.14 $20.31

Mukwonago Community Library 2023 Compensation Study and DPI Wage Study Comparison

Marketing & Outreach Specialist Materials Specialist

Library Director Associate Director

Business Manager Librarian

Lead Innovator Circulation Specialist

2023 MCL Wage Range is LOW

2023 MCL Wage Range is LOW 2023 MCL Wage Range is LOW

2023 MCL Wage Range DOES NOT HAVE A COMPARISON 2023 MCL Wage Range is LOW

2023 MCL Wage Range is HIGH 2023 MCL Wage Range is LOW
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hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

2023 MCL Wage Range $12.65 $15.18 $17.70 2023 MCL Wage Range $14.54 $17.45 $20.36
MCL Compensation Study 2023 MCL Compensation Study 2023

Average $14.49 $16.61 $18.73 Average $15.00 $17.09 $19.19
50th Percentile $15.00 $16.66 $18.31 50th Percentile $15.92 $18.30 $20.67
60th Percentile $15.00 $16.77 $18.53 60th Percentile $16.04 $18.37 $20.70
65th Percentile $15.00 $16.94 $18.89 65th Percentile $16.10 $18.41 $20.72
75th Percentile $15.00 $17.54 $20.07 75th Percentile $16.58 $18.84 $21.11
80th Percentile $15.06 $17.64 $20.21 80th Percentile $16.86 $19.10 $21.34

WI Libraries Survey 2023 WI Libraries Survey 2023
Southeast Region $14.15 $15.59 $17.03 Southeast Region $18.64 $20.39 $22.14

Municipal Population 5,000-10,000 $14.10 $15.37 $16.63 Municipal Population 5,000-10,000 $20.14 $21.87 $23.59

Average Wage Range 
(average of highlighted min and max) $13.85 $15.69 $17.52

Average Wage Range 
(average of highlighted min and max) $17.08 $19.20 $21.32

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

2023 MCL Wage Range $8.70 $9.79 $10.87 2023 MCL Wage Range $12.65 $15.18 $17.70
MCL Compensation Study 2023 MCL Compensation Study 2023

Average $9.49 $10.63 $11.78 Average $14.66 $16.72 $18.79
50th Percentile $10.00 $10.72 $11.44 50th Percentile $14.66 $16.72 $18.79
60th Percentile $10.00 $11.00 $12.00 60th Percentile $15.06 $17.03 $19.01
65th Percentile $10.00 $11.13 $12.25 65th Percentile $15.26 $17.19 $19.12
75th Percentile $10.04 $11.40 $12.75 75th Percentile $15.66 $17.50 $19.34
80th Percentile $10.06 $11.53 $13.00 80th Percentile $15.86 $17.65 $19.44

WI Libraries Survey 2023 WI Libraries Survey 2023
Southeast Region $10.03 $11.57 $13.11 Southeast Region $15.05 $16.21 $17.36

Municipal Population 5,000-10,000 $9.86 $12.25 $14.64 Municipal Population 5,000-10,000 $14.60 $15.55 $16.50

Average Wage Range 
(average of highlighted min and max) $9.52 $11.06 $12.60

Average Wage Range 
(average of highlighted min and max) $14.24 $15.91 $17.59

hourly wage 
range minimum

Midpoint (50th 
percentile)

hourly wage 
range maximum

Library Director $31.61 $37.19 $42.76
Associate Director $25.54 $30.05 $34.56
Business Manager $21.28 $25.03 $28.78
Librarian $22.05 $25.95 $29.84
Lead Innovator $20.70 $24.35 $28.00
Circulation Specialist $20.35 $23.94 $27.53
Marketing & Outreach Specialist $18.08 $21.27 $24.46
Materials Specialist $15.42 $18.14 $20.86
Library Associate $16.32 $19.20 $22.08
Public Service Associate $13.33 $15.69 $18.04
Library Page $9.40 $11.06 $12.72
Custodian $13.53 $15.91 $18.30

Personnel Committee approved wage ranges Oct. 2, 2023
Finance Committee approved budget built around these wage ranges Oct. 5, 2023
Library Board will consider recommendations from Committees for final adoption Oct. 12, 2023

2023 MCL Wage Range is LOW 2023 MCL Wage Range is LOW

Public Service Associate Library Associate

2024 Wage Range Based on Midpoints w/ 30% Spread

2023 MCL Wage Range is LOW 2023 MCL Wage Range is LOW

Library Page Custodian
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REVENUES FY 2024 Notes FY 2023
411100 - General Property Taxes 573,973.00$           518,315.00$          
434300 - County Grant (Hoopla from Bridges) 4,913.00$                2,732.00$               
436500 - County Taxes (WK) 513,751.00$              486,624.00$          
436600 - County Taxes (LK) 72,285.00$              77,976.00$            
436800 - County Taxes (other) 2,755.00$                2,479.00$               
430700 - COPIES & FAXES 5,500.00$                5,500.00$               
430800 - LIBRARY MATERIAL REPLACEMENT 1,000.00$                1,000.00$               
431700 - BOOK SALE REVENUE 3,500.00$                3,500.00$               
431200 - FINES 13,000.00$              13,000.00$            
487100 - INTEREST REVENUE 7,282.00$                500.00$                  

TOTAL REVENUE 1,197,959.00          $623,986.00 1,111,626.00$       
 total non-village 

revenue 

Bank Accounts

4890 Donation Revenue 8,000.00$                
 (used for Summer 
Library Program) 

111033 OPEB Payouts (Retirement) 62,633.61$              
 (need about $50,000 
in 2024) 

WCCF Capital Endowment as of 7/31/2023 627,600.93$           
WCCF Library Endowment as of  7/31/2023 293,411.52$           

EXPENDITURES

Cash Accounts 2024 Budget  Notes 2023 Budget
increase over 

2023
Percentage of 

Budget

5110 Salaries & Wages 680,050.00              

 3% COLA increase 
for all Village 
employees 631,652                  7.66% 56.77%

5112 Social Security 52,817.00                49,149                    7.46% 4.41%

5152 Retirement 48,359.00                46,345                    4.35% 4.04%

5154 Health 84,728.00                 17.89% increase 59,782                    41.73% 7.07%

5158 OPEB Payout 3,000.00                  

 $3,000/year for the 
next 5 years puts us 
on track for funding 
the next retirement 
in time 5,000                      -40.00% 0.25%

5159 Other Fringe Benefits 4,520.00                  4,323                      4.56% 0.38%

5219 Professional Services 4,000                        4,000                      0.00% 0.33%

5220 Contracted Services 32,500                     30,000                    8.33% 2.71%

5221 Water-Sewer 3,000                        3,000                      0.00% 0.25%

5222 Electric 34,500                     

 higher for 2024 
based on rate 
increases 33,000                    4.55% 2.88%

5224 Gas 12,500                     

 higher for 2024 
based on rate 
increases 12,000                    4.17% 1.04%

5225 telephone 10,700                     

 more accurate 
number for 2024 
now that we have 
actual division of bills 
from Village 5,700                      87.72% 0.89%

5226 Insurance Premiums 10,000                     9,000                      11.11% 0.83%

5310 Outside Services 16,000                     15,270                    4.78% 1.34%

5311 Operational Supplies 10,000                     11,500                    -13.04% 0.83%

5316 Collection Maintenance & Repair 6,000                        6,000                      0.00% 0.50%

5312 Printing 1,400                        1,400                      0.00% 0.12%

5314 MetaSpace Equipment & Fixtures 1,000                        1,000                      0.00% 0.08%

5317 MetaSpace Maintenance 5,000                        

 reduced now that 
we have laser 
machine fixed 8,300                      -39.76% 0.42%

DRAFT 2024 Budget - Finance Committee October 5, 2023
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5315 Postage 600                           500                          20.00% 0.05%

5326 Periodicals 1,000                        1,200                      -16.67% 0.08%

5327 Newspapers 2,000                        1,800                      11.11% 0.17%

5328 Books 70,000                     70,000                    0.00% 5.84%

5329 AV Material 11,000                     11,000                    0.00% 0.92%

5330 Thingery Collection 1,000                        1,000                      0.00% 0.08%

5318 Thingery Maintenance 3,500                        3,500                      0.00% 0.29%

5331 Programming 10,000                     10,000                    0.00% 0.83%

5332 Mileage 500                           500                          0.00% 0.04%

5333 Outreach 3,000                        3,000                      0.00% 0.25%

5335 Training & Travel 7,000                        5,000                      40.00% 0.58%

5340 Electronic Tools & Services 9,900                        9,600                      3.13% 0.83%

5349 Digital Collections 18,842                     

 Overdrive: $8,042
Hoopla: $10,320
Flipster: gone 14,665                    28.48% 1.57%

5341 Café 25,687                     24,742                    3.82% 2.14%

5343 Data Lines 1,200                        1,200                      0.00% 0.10%

5344 Shared County Databases 1,256                        
 databases: $1,256
Gale Courses: gone 3,954                      -68.23% 0.10%

5395 Repairs 10,000                     12,000                    -16.67% 0.83%

5399 Other 400                           544                          -26.47% 0.03%

5810 Furniture & Fixtures 1,000                        1,000                      0.00% 0.08%

581100 Equipment (under $5000)
581105 Equipment (over $5000) -                           

TOTAL EXPENDITURES 1,197,959.00          1,111,626.00         

56.77%

4.41%

4.04%

7.07%

0.25%0.38%0.33%
2.71%
0.25%
2.88%
1.04%0.89%0.83%1.34%0.83%0.50%0.12%0.08%0.42%0.05%0.08%0.17%

5.84%
0.92%0.08%0.29%0.83%0.04%0.25%0.58%0.83%1.57%2.14%0.10%0.10%0.83%0.03%0.08%

2024 Budget By Percentage
5110 Salaries & Wages
5112 Social Security
5152 Retirement
5154 Health
5158 OPEB Payout
5159 Other Fringe Benefits
5219 Professional Services
5220 Contracted Services
5221 Water-Sewer
5222 Electric
5224 Gas
5225 telephone
5226 Insurance Premiums
5310 Outside Services
5311 Operational Supplies
5316 Collection Maintenance & Repair
5312 Printing
5314 MetaSpace Equipment & Fixtures
5317 MetaSpace Maintenance
5315 Postage
5326 Periodicals
5327 Newspapers
5328 Books
5329 AV Material
5330 Thingery Collection
5318 Thingery Maintenance
5331 Programming
5332 Mileage
5333 Outreach
5335 Training & Travel
5340 Electronic Tools & Services
5349 Digital Collections
5341 Café
5343 Data Lines
5344 Shared County Databases
5395 Repairs
5399 Other
5810 Furniture & Fixtures
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DRAFT Library Budget Narrative FY 2024 
 
Prepared by Abby Armour 
For Finance Committee October 5, 2023 
 
5110 Salaries & Wages 
This line contains all the full-time, part-time, and seasonal worker wages. This cost reflects a 3% 
CPI increase for all employees in the Village. It also includes paying some wages for the Clerk’s 
office and Department of Public Works for work they do for the Library. Bonuses and overtime 
are not budgeted. This year there are some adjustments:  

 Planning for two retirements including the creation of an Associate Director of 
Collections and Programs position to supersede the Technical Services Librarian position 
upon retirement and an Associate Director of Circulation and Customer Service to 
supersede the Administrative Assistant and Circulation Supervisor positions. The Library 
Board has approved a new staff organization structure that will be rolled out January 
2024. The new structure comes with compensation levels aligned with the library wage 
market as determined by an updated compensation comparison of comparable libraries 
in 2023 and the state-wide library wage study conducted in 2023 in order to remain 
competitive and retain high quality personnel.  

 Increasing the Library Director’s salary to be in alignment with comparable libraries, to 
more closely align with the Village’s classes, and to reflect duties, notably to 
compensate for the administration of the Native American Graves Protection and 
Repatriation Act (NAGPRA).  

 
5112 Social Security 
Social Security costs are 7.65% of total salaries, longevity pay, and deferred compensation. 
 
5152 Retirement 
This is the monthly payroll allocation for retirement benefits to the Wisconsin Retirement 
System (WRS). Employees must work for at least one year and work for at least 1,200 hours 
(calculated on a rolling 12-month basis) to qualify for employer contribution. 
 
5154 Health 
This is the employer contribution to an employee’s health insurance. All full-time employees 
(30 hours or higher) qualify for single or family health insurance (and if under 40 hours a week, 
this amount is pro-rated). Health insurance costs increased by almost 18% from 2023 to 2024. 
 
5158 OPEB Payout 
This is for Other Post-Employment Benefits (OPEB). Typically the Library Board has set aside a 
certain amount every year to be transferred to the separate OPEB account which contains 
funds designated to pay the benefits, other than pension distributions, that employees may 
begin to receive once they retire. The OPEB of a retiring employee must be pre-funded before 
the retirement. Under the current Village and Library policies, there are few employees left that 
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will receive OPEB. The Library has funds to cover the immediate upcoming two retirements and 
the decreased amount will allow the Library to consistently pay into this account each year to 
fund the next retirement.   
 
5159 Other Fringe Benefits 
The Library, at its discretion and according to the Personnel Policy, may provide additional 
benefits to its employees. Typically, these are TASC cards and life insurance. 
 
5219 Professional Services 
This line is mainly used by the Village to charge the Library for services such as auditor’s fees, 
attorney’s fees, costs for the general ledger software BS&A, and Village IT services. This line 
remained flat.  
 
5220 Contracted Services 
This line specifically delineates services that are under a contract. Many costs were relocated to 
this line for 2023 to more accurately represent services that are under contract. This budget 
line includes:  

 copier leases (Impact/Great America) - $6,000 
 HVAC seasonal equipment maintenance (Illingworth-Kilgust) - $4,600 
 HVAC seasonal controls maintenance (Emcor) - $4,001 
 Security and cameras (Johnson Controls) - $6,968 
 Digital tools for staff including PC Reservation, RFID Link, and STS Terminal for cash 

drawers (Envisionware) - $4,900 
 Faronics (Deep Freeze) - $275 
 Schindler (elevator maintenance) - $1,400 
 Wisconsin Elevator (inspection contract) - $120 
 DPI Inspection Contracts (boilers & elevator inspections and permits) - $350 
 Walworth Security (autodialer for fire emergency) - $550 
 USA Alliance (fire system and fire extinguisher maintenance) - $2,000 
 Taylor Computer Services (cloud backup and SonicWall firewall maintenance) - $1,000 

 
5221 Water-Sewer 
This amount budgeted for 2023 seems to closely reflect usage. The line remained flat. 
 
5222 Electric 
This amount budgeted for 2023 closely reflects usage, but there is an estimated 2.9% increase 
to electric costs. The estimate was minorly increased to anticipate this inflation. 
 
5224 Gas 
This amount budgeted for 2023 closely reflects usage, but there is an estimated 4.5% increase 
to gas costs. The estimate was minorly increased to anticipate this inflation. 
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5225 Telephone 
We now have had almost a year of the new Vonage service. The 2023 line estimate was too low 
and we need to increase this expenditure account to reflect the bills we have received.  

 Vonage - approximately $4,800 for extensions and cordless phones 
 Brightspeed (previously Centurylink) - approximately $2,300 annually for patron fax line 

and security hardlines 
 Spectrum Charter – approximately $3,600 for Village internet 

 
5226 Insurance Premiums 
Insurance premiums include basic property and liability insurance, workman’s compensation, 
and cybersecurity insurance as well as a Fine Arts rider on the Village’s general property 
insurance policy to cover the entire Grutzmacher Collection. The estimate was minorly 
increased to anticipate inflation.  
 
5310 Outside Services 
These are non-contracted services that are performed by outside companies. Some costs 
previously from this line have been relocated to more appropriate lines. Estimates are 
increased to reflect increased costs. Recurring costs include:  

 Fish tank maintenance (America Aquaria) - $1,100 
 Weekend cleaning (Klassy Kleaners) - $12,480 
 Credit cards processing fees - $1,500 
 Collection agency for fines and replacement items (Unique) - $240 
 Cleaning dusters, rags, and rugs (Alsco) - $650 

 
5311 Operational Supplies 
This line the supplies needed to run the Library. This line has decreased due to more accurate 
budgeting and switching to more cost effective suppliers. It would be internally subdivided into 
four categories:  

 Cleaning (consumables, cleaners, etc.) - $3,500 
 General Office (copy paper, pens, toner, etc.) $5,500 
 Building (furnace filters, softener salt, water bottle filler filter, etc.) - $1,000 

 
5316 Collection Maintenance & Repair 
This amount is for costs related to protecting, preparing for circulation, and upkeeping the 
physical circulating Library collections accessed by the public. This line remained flat. It would 
be internally subdivided into three categories:  

 Thingery processing and repair (specialty packaging, specialty stickers, etc.) - $1,000 
 Book processing and maintenance (mylar coverings, book tape, RFID tags, barcodes, 

etc.) - $4,000 
 AV maintenance (cases, labels, etc.) - $1,000 
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5312 Printing 
This line is solely used by the Village to charge the Library for costs associated with their copier. 
The Village has a shared cost formula that charges the Library 13.72% of each all-Village-
departments shared costs like this.  
 
5314 MetaSpace Equipment & Fixtures 
This was formerly just “MetaSpace” but is now broken down to delineate the permanent costs 
of the MetaSpace from the consumables and programming. Examples of costs in this line are 
replacing equipment at End of Life (EOL), purchasing more accessible furniture as programming 
needs evolve, and getting new/different software to offer new programs or functionalities to 
users. This line would be considered the “growth” line as these items are all related to 
improving or expanding the MetaSpace. 
 
5317 MetaSpace Maintenance 
Formerly lumped in with “MetaSpace,” this new line is now broken apart to show the costs 
inherent in running this space. These would include professional maintenance services on the 
laser machine, programming costs, and consumables like wood for engraving and filament for 
the 3D printers. This line would be considered the “maintain services” line as all the costs are 
geared at keeping the equipment and programs maintained at the same level as last year. Some 
significant costs for FY 2023 include:  

 Replace failing laser tube on laser machine - $1,720 
 Adding in annual professional maintenance of laser machine, sewing machines, 3D 

printers, and other expensive equipment 
 Purchasing software licenses for new computers to enable multiple users to work 

simultaneously 
 Increasing consumables such as wood, 3D filament, and other supplies to match 

increased usage of MetaSpace 
 
5315 Postage 
This line includes postage purchased internally as well as the Village’s charge for postage. In 
2023 new charges included the lease payment for the Village’s postage machine. This line was 
increased to reflect increased costs. 
 
5326 Periodicals 
This line is for all of the magazines purchased for the circulating Library collections accessed by 
the public. For 2023, the subscriptions for Booklist, Library Journal, and Kirkus Reviews are 
relocated to the “Training & Travel” line as they are not for the public and are used by the 
librarians for collection development. The periodical subscriptions were further reduced to 
reflect patron usage, though costs of individual subscriptions increase every year.  
 
5327 Newspapers 
We offer several local and national print newspapers to the public. These costs increase every 
year. 
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5328 Books 
This budget line is for purchasing all the books in the children’s, teen, and adult circulating 
Library collections accessed by the public. Physical item circulation continues to increase post-
pandemic. We added 4,372 new books to the collection in 2022, and customers consistently ask 
to get items faster, which means purchasing duplicate copies of materials.  
 
5329 AV Material 
Users are looking for more Playaways (single-book MP3 players) and video games, so collection 
development is shifting dollars from the less expensive DVDs and CD audiobooks (which are in 
declining demand) to these more expensive items. By keeping this budget line relatively flat, we 
are purchasing less items for the same amount of money. A small amount of this line has been 
shifted to “Digital Collections” to meet the increasing demand for digital materials. 
 
5330 Thingery Collection 
This amount is for additions to Thingery circulating Library collections accessed by the public. 
This line would be considered the “growth” line as everything in this line is new items to expand 
our offerings. Typical costs would be updating equipment to newer versions or adding items 
customers are requesting. This line remained flat. 
 
5318 Thingery Maintenance 
This amount is to pay for the costs needed to “maintain” the wide variety of items already 
available in the Thingery. These costs aren’t about repair or replacement (see “Collection 
Maintenance”) but rather reflect the costs associated with providing an item. This line 
remained flat. Common costs include:  

 Kindle books for the loanable e-readers 
 Hostpot wifi subscription plan 
 Netflix, Acorn, and other streaming services for the Rokus 
 Sewing machine service 

A cost this is NOT reflected in our budget is the Explore Passes for the zoo, botanical gardens, 
train museum, etc. These passes are almost always checked out and cost about $5,500 each 
year. The Friends of the Library generously purchase them for us.  
 
5331 Programming 
This line consists of all the costs inherent in programming, including paying performers and 
purchasing supplies. Performers have gotten significantly more expensive post-pandemic and 
keeping this budget line flat purchases less programs for the same amount of money. It is 
internally subdivided into the target age ranges:  

 Youth Services Programming  
 Teen & Outreach Programming  
 Adult Programming 
 Collaborative Programming (such as the Holiday Tree Lighting where all Library 

departments work together) 
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5332 Mileage 
These are mileage reimbursements to employees for using their own vehicles when conducting 
Library business. This may include trips to deliver books to the schools or conducting outreach 
like at the farmer’s markets.  
 
5333 Outreach 
This line is for anything related to marketing, promoting the Library, and outreach services. 
Outreach and communication are emphasized in the current strategic plan and are thus a high 
priority to ensure we have ample funds to pursue those goals. Common costs include:  

 Printing brochures, fliers, bookmarks, etc. 
 Tools needed for outreach programs such as SignUp Genius for AARP taxes 
 Table skirts, banners, etc.  
 Branded items for welcome bags and handouts (i.e. branded pens, logo stickers, etc.) 
 Membership fees to Rotary and other service organizations 
 Promotions and “boosts” on digital platforms (Google) and social media (Facebook) 

 
5335 Training & Travel 
This line includes all costs associated with professional development, staff training, and travel 
for conferences. This line has increased to reflect the Strategic Plan’s emphasis on professional 
development. Common costs include:  

 WLA, ALA, or other membership dues to professional organizations 
 Professional resources such as Library Journal, resources for strategic planning, etc. 
 Conference fees 
 Hotel, travel, and food costs associated with professional development  
 Staff training for CPR, AED, etc.  

 
5340 Electronic Tools & Services 
Formerly under just “Digital Materials,” this line now just shows the costs to maintain the 
digital tools necessary to run a 21st century library. We switched our email newsletter platform 
to LibraryAware which is provided for free through the Bridges Library System, giving us a 
savings of $850. This line is reduced to reflect that change. Common costs include:  

 Emergency Wifi or computer services (Taylor Computer Services) - $1,000 
 Online event and room registration (LibraryCalendar) - $1,500 
 Website development (Wowbrary, Elegant Themes, Sticky Elements) $725 
 Website domain (GoDaddy) - $62 
 Website platform (Nexcess, through Bridges) - free 
 Virtual Meetings (Zoom) – $160 
 Marketing Materials (Canva pro) - free 
 Server licensing and backups - $500 
 Asset Management (Asset Tiger) - $120 
 Movie License (through Bridges bulk purchase) - $465 
 Email newsletters (LibraryAware, through Bridges) - free 
 Civic Plus (Village’s website and emergency notification system) - $850 
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 Dropbox (NAGPRA compliance) - $120 
 UKG (payroll processing fees) - $4,250 
 Velocity (endpoint security software for the Village) - $100 

 
5349 Digital Collections 
This amount is for purchasing digital access to materials for the circulating Library collections 
accessed by the public. The platforms include Overdrive/Libby through the state-wide 
Wisconsin Digital Library and Hoopla. Flipster has been eliminated. The Waukesha County 
Library Services Plan uses electronic material circulation as well as physical item circulation in 
calculating the county funding reimbursement formula. These costs of heavily offset by the 
Bridges Library System who pays for about 50% of these resources before individual libraries 
get charged. Internally, we will have subdivisions:  

 OverDrive/Libby buying pool (Wisconsin’s Digital Library) - $3,575 
 Overdrive/Libby Advantage program (Wisconsin’s Digital Library) - $4,467 
 Hoopla - $10,800 

 
5341 Café 
These are the costs for using the Bridges Library System shared catalog. This is one lump sum 
charged by Bridges annually. This cost is shared amongst all libraires in the system and is 
divided out based on required software licenses.  

 
5343 Data Lines 
As a public library, we qualify for deeply discounted high-speed internet through the Wisconsin 
Department of Administration’s TEACH Program which provides subsidized Category One 
broadband circuits via the WiscNet contract. It is only $100 per month for 100GB.  
 
5344 Shared County Databases 
These are the costs of the databases purchased by the Bridges Library System and are shared by 
the member libraries based on a formula using population and service area. These databases 
are not considered part of the regular circulating Library collection because their usage does 
not count as circulation. The Bridges Library System libraries made the decision to eliminate 
Gale in 2024 based on the cost per use so this line is reduced by 68%.  
 
5395 Repairs 
This line is for unexpected costs, as opposed to the expected costs in the “Contract Services” 
line which is for maintenance contracts. In the last two years, we have worked to permanently 
fix chronic facility issues, so this budget line has been reduced 16% to reflect the potential for 
less emergency work. Typical costs include: 

 Electrical work (Roman Electric)  
 Doors and ADA access (Rhindler) 
 HVAC (Illingworth/Kilgust and Emcor) 
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5399 Other 
These are the taxes we need to pay on any sellable items such as faxes, copies, and book sales. 
 
5810 Furniture & Fixtures 
This line is for the various non-consumable purchases for the good or maintenance of the 
Library that have been previously dumped into “Supplies.” Unlike supplies, though, the 
common expenditures in this account are items that we will retain for a long time, such as:  

 Book carts 
 Chairs, tables, desks 
 Replacement lights, windows, etc. 
 Shelving for basement organization, closet organization, etc.  
 Replacing light fixtures, bathroom door locks, book cart wheels, etc.  

 
581100 Equipment (under $5000) 
This line is for any individual items or equipment that are considered “capital” items (i.e. will 
last for 5+ years) but cost less than $5,000 apiece. Usually for the Library this is technology such 
as new computers. This year we do not have money to fund this line and any capital needs 
would have to be examined on an individual basis. 
 
581105 Equipment (over $5000) 
The Village capitalizes any one item that costs $5,000 or more.  
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Ethics and Conflict of 
Interest Laws Applying to 
Trustees 

Most library trustees will rarely encounter situations that invoke ethics or conflict 

of interest concerns, but familiarity with state and local laws on ethics and conflict 

of interest will alert you to potential problems. In addition, trustees should keep in 

mind the potential for damage to the image of the library if any board member or 

staff member takes an action that appears to involve a conflict of interest. 

Wisconsin’s ethics and conflict of interest laws for public officials (including 

library board members) are complex—and local ethics ordinances may add further 

complexity. Therefore, if you have concerns about the propriety of an action, be 

sure to seek advice from the municipal attorney, the municipal ethics board (if you 

have one), or the county corporation counsel. 

Wisconsin’s primary ethics and conflict of interest law is the code of ethics for 

local officials (Wisconsin Statutes Section 19.59), but many other laws also apply. 

Wisconsin’s criminal code prohibits public officials from, among other things, 

private interests in public contracts, misconduct in public office, and bribery. In 

addition, the “incompatibility doctrine” prohibits library board members (or other 

municipal officials) from holding most other positions with the library or 

municipality. 

Code of Ethics for Local Officials 

Wisconsin’s code of ethics for local officials prohibits a trustee from taking any 

official action that produces a substantial financial benefit to the trustee, the 

trustee’s family, or an organization in which the trustee has a significant financial 

interest. (This law does not prohibit reimbursement of actual and necessary 

expenses incurred in performance of board duties outside the municipality, if the 

reimbursement is authorized by the library board. In addition, per diem payments 

and reimbursement of mileage and other necessary expenses incurred in 

performing board duties are legal if authorized by the library board and the 

municipal governing body.) 

So, what should you do if you have a conflict of interest on an issue on a library 

board meeting agenda? The Wisconsin Ethics Board suggests that if a matter in 

which you should not participate comes before the board, you should leave for that 

portion of the board’s meeting involving discussion, deliberations, or votes related 

to the matter. The meeting minutes should reflect your absence from that portion 

of the meeting. 

In This Trustee Essential 

 Actions you must not 

take as a library trustee 

 Business and employ-

ment relationships with 

the library that are 

prohibited to the trustee 
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Acceptance of Gifts 

Wisconsin law prohibits soliciting or accepting anything of value if it could 

reasonably be expected to influence your vote, official actions, or judgment or 

could reasonably be considered as a reward for any official action or inaction. 

An even more stringent section of the law prohibits accepting anything of 

“substantial value” offered because of a public position. 

The Wisconsin Ethics Board recommends that you answer the following 

questions to analyze a situation in which you are offered items or services: 

1. With respect to the item or service offered: 

a. Is it being offered because of my public position? 

b. Is it of more than nominal or insignificant value? 

c. Is it primarily for my personal benefit rather than for the benefit of my 

local unit of government? 

If you answer “yes” to all three questions, you may not accept the item or 

service. 

2. Would it be reasonable for someone to believe that the item or service is 

likely to influence my judgment or actions or that it is a reward for past 

action? 

If you answer “yes,” you may not accept the item or service. 

Private Interests in Public Contracts 

As a library trustee, you must take great care if you conduct business with the 

library. It is a felony under Wisconsin Statutes Section 946.13(1)(b) for you, in 

your official capacity, to participate in the making of a contract exceeding $15,000 

if you have a direct or indirect financial interest in the contract. 

In addition, this section provides that you may not in your private capacity 

negotiate or bid for or enter into such a contract in which you have a direct or 

indirect financial interest, if in your public capacity you are authorized or required 

by law to participate in the making of the contract. Because this section of the law 

applies to private actions, liability cannot be avoided merely by withdrawing from 

board involvement with the issue. 

Note that Wisconsin’s law prohibiting public officials from having a private 

interest in public contracts includes certain exemptions, including an exemption 

for contracts involving receipts and disbursements of under $15,000 per year. 
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Misconduct in Office 

This section of Wisconsin’s criminal law (Section 946.12) applies to both library 

trustees and library staff. This law makes it a felony to intentionally take actions 

in excess of your legal authority, or to intentionally make false records or 

statements. Intentional failure to perform a duty required by law is also prohibited. 

Moreover, it is a felony to take actions inconsistent with the rights of others and 

performed with intent to obtain a dishonest advantage. 

Employment and “Incompatible” Positions 

The Wisconsin Supreme Court has ruled that the same person cannot 

simultaneously hold two municipal offices or an office and a staff position where 

one post is superior to the other or where, from a public policy perspective, it is 

improper for one person to discharge the duties of both posts. Therefore, it is 

improper for a library board member to be employed by the library. 

A good rule of thumb for you to follow is that you cannot hold more than one 

office or position with your library or municipality unless specifically authorized 

by statute. 

You should also note that according to Wisconsin Statutes Section 43.17(1), 

no employee of a member library may be appointed to the board of the library 

system serving that library. 

Penalties 

Any person who violates Wisconsin’s code of ethics for public officials may be 

required to forfeit up to $1,000. Violations of the “private interests in public 

contracts” law can result in fines of up to $10,000 or imprisonment for not more 

than two years, or both. 

Discussion Questions 

1. Why does state law make it generally illegal for a library board member to 

be financially involved with library business? 

2. What should you do if you may have a conflict of interest with an item on 

the board meeting agenda? 

3. Is it appropriate for a library board member to serve on the board if he/she 

has a relative on the library staff? Why or why not? 
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Sources of Additional Information 

 Your municipal attorney, local ethics board, or county corporation 

counsel. 

 The Wisconsin Ethics Board overview of ethics and conflict of interest 

laws for local officials at ethics.state.wi.us/LocalOfficials/ 

LocalOfficial1.htm 

 

This Trustee Essential provides only a general outline of the law and should not be 

construed as legal advice in individual or specific cases where additional facts might 

support a different or more qualified conclusion. 

Trustee Essentials: A 
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