
Otsego County Library 

700 S. Otsego Avenue 
Gaylord, MI 49735 

 
POSITION POSTING 

 
Position: BRANCH MANAGER, Johannesburg 
 

General Description:  Under the supervision of the Library Director, operates a branch 
library open 20 hours per week. 

 

Qualifications: 
Minimum:  

High school diploma or equivalent 
Basic computer skills, including familiarity with Windows and Internet   

Enthusiasm and commitment to customer service 
Strong attention to detail; dependable work habits 

Strong interpersonal and communication skills 

Excellent reading ability and eagerness to learn  
Ability to count money and keep accurate financial records 

Ability to stand for extended periods of time as well as climb, stoop, bend, 
     reach, lift, push and/or pull at least 20 pounds 

Ability to work effectively with minimal supervision 

Driver’s license valid in Michigan  

 
Strongly preferred: 
Public, school or academic library work experience 

Some higher education credits  

Current library card 

 
Typical Responsibilities: 

Performs opening and closing procedures  
Assists general public with check in and check out of materials, obtaining library cards,            

and finding materials in the library 
With assistance from main library, plans and conducts programs for all ages 

Recommends titles to be ordered or added from donations; processes materials for circulation 
Assists patrons to use public computers and online resources 

Coordinates requests for materials from the main library or interlibrary loan through MeLCat 

Compiles statistics and prepares annual report 
Manages cash drawer and prepares transmittals of revenues to main library 

Supervises volunteers 
Shelves materials, straightens and organizes materials on shelves 

Makes recommendations to library director for improvements in branch services 

 
Hours:  Monday 2-6; Tuesday 9-1; Wed/Thurs/Friday 1-5.  Other hours as needed. 

 
Starting Hourly Wage:  $9.00 

 
Deadline:  May 1, 2015 or until filled 

 
Requirements:  Brief clerical test; Background check; Resume and completed application 
(available at the libraries in Gaylord and Johannesburg, or online at www.otsegocountylibrary.org) 

 
To apply send resume and application to:   Maureen Derenzy, Library Director 
      Otsego County Library 

      700 S. Otsego Avenue 

      Gaylord, MI  49735 
      FAX:  (989) 732-9401 

      mderenzy@otsego.org 


