
Town of Londonderry 

Leach Library Board of Trustees 

 APPENDED MEETING NOTICE  

DATE: Wednesday, September 24, 2025    

TIME: 7:00 PM 

LOCATION: Leach Library Meeting Room 

A. CALL TO ORDER/PLEDGE         5 Min  
B. Public Comment                                            15 Min 
C. Old Business 

a.  Discuss and Approve Director’s 20 Min 
Job Description 

b.  Discuss and Approve Director’s 20 Min 
Review Form 

c.  Review Banking Decision and vote   5 Min  
d. Review MOA with Town       5 Min 

D. New Business 
May 7 & 20    June 4 & 14 

July 9 & 19    Aug 6 

 Contact Approvals                10 Min 

a. Acceptance of Unanticipated Funds 
Under RSA 202-A:4-c and  
RSA 202-A:4-d           5 Min 

E. Non-Public Session   
Non-Public Session in Accordance with  
    RSA 91-A:3,11(c) and (b)           30 Min 
 

F.  Other    Staff Reports          10 Min 
G. Announcement Next Meeting is October 1, 2025 
H. Adjournment 
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Londonderry Leach Library  
Library Director Job Description – DRAFT SEPTEMBER 2025 

  
Summary 
Under the supervision of the Board of Trustees, serves as the administrative officer of the 
Library.  Responsible for planning, organizing, directing, and managing all aspects of the Library 
in conformity with the mission/goals/objectives and policies established by the Board of 
Trustees, with appropriate Municipal, State and Federal laws and regulations. 
 
Minimum Qualifications  

• Master’s Degree in Library Information Studies from an accredited college or university.  
• A minimum of five (5) years Library management experience, including three (3) years in 

a supervisory capacity or equivalent combination of education.  At least two (2) years 
experience as an Assistant Director.  
 

Library Director must have:  
• Excellent leadership, communication, project management, planning, organizational, 

and interpersonal skills with proven effectiveness.  
• Strong technological skills and the ability to leverage cutting edge technology to keep 

the Library competitive.  
• Ability to work and communicate effectively with Library trustees, elected officials and 

community groups.  
• Ability to supervise and motivate Library staff and volunteers and to communicate their 

needs and concerns to the Board.   
• Advises on employee performance for board approval.  
• Experience in seeking and obtaining philanthropic and public funding.  
• Knowledge of non-profit charitable foundations and experience fundraising  
 

Major Duties & Responsibilities: 
• Maintenance and management of the Library facility including electrical, heating, water 

and mechanical systems. 
•  Sustain a viable and thriving Library with a customer-focused framework. 
• Assess community preferences for Library services and evaluate trends to keep abreast 

of the needed changes in techniques, materials and equipment. 
• Direct the daily operations to ensure high quality and cost-effective services; analyze 

operations and functions; plan, monitor, and prioritize the work of Department Heads. 
• Develop and oversee collection development plan; appoint selectors for collection. 
• Teach, model, and sustain excellent customer service practices, leadership and 

supervisory skills. 
• Coordinate and supervise interior arrangements of the physical facility; assess needs 

and recommend new or replacement purchases; negotiate contracts in coordination 
with the Town; interact with service contractors and vendors for repair and 
maintenance.  
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• Completes paperwork relating to the hiring and ongoing employment of Library staff, 
including weekly payroll submission. 

• Prepares records for annual audit. 
• Continually evaluates the effectiveness of Library programs and services in relation to 

the changing needs of the community, developing strategies to meet those needs. 
• Evaluates, in coordination with staff, the future needs for Library services and the 

resources to meet those needs. 
• Responsible for hearing and resolving problems and complaints from Library users and 

the general public. 
• Maintains employee records, including but not limited to, time records, payroll, health 

and employment benefits. 
• Oversee the selection and general collection of books and other items and resources 

contained in the Library; review major selection tools; approve Library purchase orders; 
review books, periodicals and collections which are outdated or not used, and 
coordinate removal and disposition. 

• Maintain current knowledge of public Library services and trends through reading 
appropriate literature and attendance at approved conferences, seminars and other 
professional development programs. 

• Responsible for acquiring grants available to enhance all aspects of Library services. 
• Drafts proposed annual operating budget for the Trustees to consider, evaluate, adjust 

and submit. 
• Provide monthly management, financial and planning reports to the Board to assist in 

short-term and long-term priorities and implementation. 
• Keeps the board informed of new developments and information reported by the NH 

State Library and other sources. 
• Maintains membership in professional organizations such as NHLA, NELA, and ALA. 
• Files annual statistical report with the State Library. 
• Collaborate with the Friends of the Leach Library to foster a strong relationship and 

support for Library services and programs. 
• Perform other duties as required. 



 

 hLondonderry Leach Library 
Library Director Yearly Performance Review Form 

 
*** Please use the Scoring Rubric attached at the end of this document *** 

 
The Leach Library Trustees will individually rate the director’s performance. In any given 
category, if the rating is less than satisfactory, then a specific reasoning should be provided. 

 
Section 1: Basic Information 
 
Director’s Name: __________________________________________________ 

 
• Review Period: ______________________________________________ 

 
• Trustees Name: ______________________________________________ 

 
• Date of Review: _____________________________________________ 

 
 
 
Scoring/Ratings:  Rate the Director on the following criteria: 

1 – Unsatisfactory (requires explanatory statement) 
2 – Needs Improvement (requires explanatory statement) 
3 - Satisfactory 
4 – Proficient 
5 – Excellent  
 

 
SECTION 2: LEADERSHIP, MANAGEMENT, and PROFESSIONAL AWARENESS  
 

1. Leadership Skills 
 
Provides clear staff direction concerning BOT policies and procedures and state and                                              
federal employment laws. 
Inspires and motivates staff. 
Demonstrates ethical behavior and integrity. 
Regularly demonstrates the ability to perform duties/responsibilities while meeting 
deadlines. 
  Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 

 
Comments 

 



 

 
2.  Daily Supervision 

 
The daily operation of the library runs smoothly with respect to scheduled hours, 
adequate staffing, and providing services. 
Oversee that routine maintenance of the building and grounds conducted and supervised 
regularly 
 Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 

Comments 
 
  

3. Strategic Planning 
 
May suggest strategic goals for the library.  Must have BOT approval. 
Follows thru with Bot policies and updates staff on changes. 

  Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 
 
Comments: 
 
 
 

 
4. Staff Management 

 
Effectively supervises and supports staff. 
Encourages professional development. 
Handles conflicts and disciplinary actions appropriately. 

o Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 
 
Comments: 
 
 

 
5. Financial Management 

 
Assist to prepare and manages the library budget effectively. 
Pursues external funding opportunities. 
Ensures transparency and accountability in financial practices. 
Regularly demonstrates the ability to manage fiscal resources effectively. 
Keeps within budget per line number. 

o Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 
 

Comments: 



 

SECTION 3: COMMUNICATION  
 

1. Internal Communication 
 
Communicates effectively with staff. 
Provides Trustees with information requested on an as needed basis. 

o Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 
 
Comments: 
 
 
 
 

 
 

: 
 
 
 
 

 
2. Public Relations 

 
Handles public concerns professionally. 
Manages the library’s public image effectively. 
Utilizes social media and other channels for promotion. 
Deals courteously and tactfully with the public and Trustees, projects a positive image 
for the Library. 

o Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 
Comments: 
 
 
 
 
 
 
 
 

3.  Friends of the Library 
Director promotes and supports a Friends Group 
Director assists the Friends Group with help in defining their role 

 
Comments: 



 

SECTION 4: PROGRAM AND SERVICE MANAGEMENT 
 

1. Collection Development 
 
Manages acquisitions and weeding effectively. 

Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 
 

Comments: 
 

 
 

 
2. Program Development 

 
Provides a variety of programs for all ages. 
Evaluates program success and adjusts accordingly. 
Supports staff in program creation. 
Selects programs that fit in the budget. 

o Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 
 
Comments: 
 
 
 
 
 

 
3. Technology Management 

 
Implements and maintains library technology effectively. 
Promotes digital literacy and online resources. 

Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 
 
Comments: 
 
 
 
 
 
 
 
  



 

SECTION 5: OVERALL PERFORMANCE AND COMMENTS 
 
 

1. Overall Performance Rating: ☐ 1 ☐ 2 ☐ 3 ☐ 4 ☐ 5 
 
 

2. Strengths: 
 
 
 
 
 
 

3. Areas for Improvement: 
 
 
 
 
 
 

4. Goals for Next Year: 
 
 

 
 

5. Additional Comments:  
 

 
 
SECTION 6: SIGNATURES 
 
 
Trustee Printed Name:      Date 
 
Trustee Signature: 
 
Director Signature:       Date 
 
 
  



 

RUBRIC DETAILS BY SECTION 
 
5 - Excellent: Consistently exceeds expectations. Demonstrates exceptional performance and 
leadership in all aspects of the category. 
 
4 - Proficient: Consistently meets expectations with a high level of skill. Occasionally exceeds 
expectations. 

3 - Satisfactory: Meets expectations with an acceptable level of performance. Performs duties 
effectively. 

2 - Needs Improvement: Occasionally meets expectations but demonstrates significant areas 
for improvement. 

1 - Unsatisfactory: Consistently fails to meet expectations. Requires immediate improvement. 

 
SECTION 2: LEADERSHIP AND MANAGEMENT 
 

Criteria 5 - Excellent 4 - Proficient 3 - 
Satisfactory 

2 - Needs 
Improvement 

1 - 
Unsatisfactory 

Leadership 
Skills 

Consistently 
leads with clear 
vision and 
motivation. Staff 
are highly 
engaged. 

Regularly 
provides 
direction and 
support. 

Adequately 
leads but may 
lack 
consistency in 
motivation. 

Provides unclear 
direction or fails 
to inspire staff. 

Demonstrates 
poor leadership 
and disengages 
staff. 

Strategic 
Planning 

Plans are 
innovative, well-
researched, and 
always achieved. 

Sets realistic 
goals and 
achieves 
most. 

Sets goals but 
may lack 
follow-
through. 

Goals are vague 
or frequently 
unmet. 

Lacks strategic 
vision or fails to 
set goals. 

Staff 
Management 

Supports and 
develops staff at 
an exceptional 
level. 

Effectively 
manages staff 
and supports 
growth. 

Manages staff 
adequately 
but offers 
limited 
support. 

Struggles with 
staff 
management or 
conflict 
resolution. 

Consistently 
fails to manage 
staff effectively. 

Financial 
Management 

Manages budget 
with 
transparency and 
pursues funding 
proactively. 

Effectively 
maintains 
budget and 
seeks funding 
when 
needed. 

Manages 
budget 
without major 
issues. 

Makes 
budgeting 
errors or misses 
funding 
opportunities. 

Fails to maintain 
financial 
integrity or 
transparency. 

 



 

 
 
 
 
 
SECTION 3: COMMUNICATION AND COMMUNITY ENGAGEMENT 
 

Criteria 5 - Excellent 4 - Proficient 3 - Satisfactory 2 - Needs 
Improvement 

1 - 
Unsatisfactory 

Internal 
Communication 

Regularly 
communicates 
clearly and 
transparently. 
Staff are well-
informed. 

Provides 
consistent 
communication 
to staff. 

Communicates 
adequately but 
may miss 
updates. 

Inconsistent 
communication 
with staff. 

Fails to 
communicate 
important 
information. 

Community 
Outreach 

Builds strong 
community 
relationships, 
regularly 
promotes 
services. 

Maintains 
positive 
community 
connections. 

Occasionally 
engages with 
the 
community. 

Limited 
outreach 
efforts. 

Fails to 
maintain a 
community 
presence. 

Public Relations 

Handles public 
concerns with 
professionalism 
and maintains a 
strong public 
image. 

Manages public 
interactions 
effectively. 

Interacts with 
the public 
appropriately. 

Struggles with 
public 
relations. 

Damages 
library’s public 
image. 

 

  



 

 

SECTION 4: PROGRAM AND SERVICE MANAGEMENT 
 

Criteria 5 - Excellent 4 - Proficient 3 - Satisfactory 2 - Needs 
Improvement 

1 - 
Unsatisfactory 

Collection 
Development 

Collection is 
diverse, up-to-
date, and well-
used by patrons. 

Provides a 
variety of 
high-quality 
materials. 

Maintains an 
adequate 
collection. 

Collection is 
outdated or 
lacks variety. 

Fails to 
maintain a 
useful 
collection. 

Program 
Development 

Offers innovative 
programs that 
consistently meet 
patron needs. 

Provides a 
variety of 
successful 
programs. 

Programs are 
adequate but 
may lack 
variety. 

Programs are 
limited or 
poorly 
attended. 

Fails to provide 
effective 
programs. 

Technology 
Management 

Implements 
cutting-edge 
technology and 
ensures 
accessibility. 

Regularly 
updates and 
maintains 
technology. 

Technology is 
functional but 
may be 
outdated. 

Limited 
technology or 
poor 
maintenance. 

Fails to 
maintain basic 
technology. 

 
 
SECTION 5: OVERALL PERFORMANCE AND COMMENTS 
 

• Use the scoring rubric to average scores across categories. 

• Reviewers can provide written comments to support scores. 

 
SCORING CALCULATION: 
 

• Add the total score from each category. 

• Divide by the total number of categories for an average score. 

• Example Calculation: 
 

o Total Score = 45 (sum of all ratings) 



 

o Number of Categories = 9 

o Average Score = 45 / 9 = 5.0 (Excellent) 
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