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POSITION DESCRIPTION 

 
 

TITLE: MANAGER CITY LIBRARY 
LEVEL: 5 
DEPARTMENT: CITY LIFE 

 
CORE VALUES: 
The Organisational Vision “a high performing capital city valued by its community” supported by five core 
values: respect, accountability, diversity, innovation and integrity. These drive our culture by focussing on 
improvement, acting with integrity, being accountable and ensuring we communicate with clarity. 
 
POSITION OBJECTIVE: 
To ensure the City of Darwin is a high performing capital city valued by its community, the main objective 
of this role is to ensure the effective and efficient management of the City Library to deliver a customer 
focused library service to the community. 

 
KEY RESPONSIBILITIES: 
 Provide a high quality customer focused library service to library customers and visitors. 
 Manage the day-to-day operations of the City Library. 
 Lead, develop and recruit staff to deliver exceptional customer service to its community. 
 Actively contribute to the development and planning of the libraries programs and services. 
 Participate in the maintenance and development of library resources and collections to meet customer 

needs.   
 Participate in the sharing of resources and skills, development of policy and innovative services which 

strengthen the delivery of customer service excellence.  
 Contribute to the planning, coordination and implementation of marketing and promotional programs 

for City of Darwin Libraries. 
 Ensure presentation of the library is optimised to provide a physical space which provides a 

supportive, safe, inclusive community space for customers, visitors and staff. 
 Monitor and manage budgets for the City Library. 
 Develop and promote partnerships and collaborations with internal and external stakeholders. 
 Conduct staff yearly employee development plans. 
 Oversee and co-ordinate the administrative functions for City Library, including liaison with building 

maintenance and cleaning services. 
 Work co-operatively with specialist staff. 
 Shelve and shelf read. 
 Provide regular reports to the Manager Library Services on activities and issues at City Library. 
 Ensure compliance with the organisation’s OHS, Privacy and EEO policies. 
 Commitment to uphold and promote councils vision for making Darwin a high performing capital city 

valued by its community by behaving in a manner consistent with Council’s Core Values. 
 Comply with health and safety responsibilities as set out in legislation and Council’s Standards on 

WHS Duties and Responsibilities.  
 Undertake any other duties within the skill and scope of the position, as directed. 
 
ORGANISATIONAL RELATIONSHIP: 
 Reports to the Manager Library Services.  
 Responsible for staff at the City Library.  
 
REQUIREMENTS OF THE POSITION: 
 Possession of a Class C Drivers Licence.  
 Possession of an Ochre Card. 
 Successfully complete a pre-employment medical assessment. 
 The incumbent of this position will be required to work within a library roster, including evening and 

weekends, and may require the incumbent to work outside of normal working hours. 



	

 
SELECTION CRITERIA: 

SC1 
Degree in librarianship or similar qualifications and experience allowing professional 
membership of the Australian Library and Information Association (ALIA). 

SC2  Extensive experience in the management of a library and information services in a public library 
environment.  

SC3 
Highly developed customer service skills and an ability to create a customer focused 
environment. 

SC4 
Demonstrated ability to provide leadership that engages, develops and supports a team based 
environment. 

SC5 
Experience in developing innovative programs, strategic marketing initiatives and promotional 
strategies. 

SC6 Strong organisation, administration, planning, written and verbal communications skills. 

SC7 
Demonstrated human resource management skills including performance management, training 
and recruiting staff. 

SC8 Experience in the management of adopted budgets. 

SC9 
Proven knowledge of the digital environment and proficiency in the use and navigation of the 
Internet, online resources, social media and digital technologies. 	

 
 
 
I,   ___________________________ do hereby declare that I have read and understood this document 
and am fully aware of my obligations.  I understand that I am also responsible for complying with 
Council’s policies & procedures as they relate to my position.   
 
Signed:__________________________________            Dated: _____________________ 
 
 
APPROVED:  General Manager City Life  Date: February 2018 

 



SALARY PACKAGE LEVEL 5 
 

$87,048 (Step 1) – $91,890 (Step 3)** (approx) 
(including super and allowances) 

 
 

 
Base rate     $76,713 
(step 1)      ($40.70 per hour) 
 
Super 9.5%    $7,288 
 
Leave Loading    $1,549 
(6 weeks @ 17.5%) 
 
District Allowance      
 
No Dependants    $1,498  
 
Dependants    $2,611 
 

Total:       
 
No Dependants    $87,048 (approx) step 1** 
      $90,777 (approx) step 3 
 
Dependants    $88,161 (approx) step 1** 
      $91,890 (approx) step 3 
 
 
 
**Positions are started generally at step 1 of the salary range and progress on 
the employees anniversary to the next step (subject to satisfactory 
performance).  Super and allowances increase accordingly.  District 
allowance does not increase. 
 

  
 


