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or 806-253-0191

To: Board of Finance

From: Julie Hulburd, Human Resources Generalist
Susan Leonard, Human Resources Director

Date: December 17,2012

RE: Step placement for Rubi O. Simon, Assistant Director of Economic Development
We respectfully bring forth a request from Mayor Miro Weinberger, to the Board of
Finance that Rubi Simon, Mayoral Appointee to the Position of Fletcher Free Library
Director, is considered for step placement at step seven (7); grade level twenty-four (24)
within the Willis classification system. This request is pursuant to Burlington
Comprehensive Personnel Policy, section 5.4 Compensation Plan, subsection A.
Placement, which states: “To the extent that previous relevant experience equals or
exceeds the necessary knowledge and skills, job duties and responsibilities of the position -
being sought, those specific and relevant years of experience (less the minimum number
of year of experience required in the position description) may be converted to additional
steps.at a 2:1 ration, up to a maximum of step seven (7)”.

The required mininmum qualifications for the position are two (2) years of experience and
a Master’s of Library Science from an ALA accredited institution. Ms. Simon possesses
an M.A. in Library and Information Science from an ALA accredited institution and 15
years of experience.

Based on these qualifications, pursuant to Section 5.4(a) of the City of Burlington’s
Personnel Policy Manual, Ms. Simon is eligible for and we are requesting placement at
step seven (7). This equates to a salary of $76,168.73 per year. This annual amount is
derived from the FY 13 Non-Union Pay scale.

Ms. Simon replaces Amber Collins who held this position for fourteen years. On June 27,
2012, which was Ms. Collins’ last day of employment, her annual salary was $79,767.70.
The current requested step is $3,598.97 less than Ms Collins final salary in June 2012.

Based on the Mayor’s request, we respectfully seek Board of Finance approval to place
Ms. Simon a step seven (7) grade twenty-four (24) effective on her date of hire.

Ms. Simon’s resume, the City of Burlington job posting, Non-Union Grade 24 band
(FY13) and the Library Organizational Chart is submitted for your review.
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City of Burlington
179 South Winooski Avenue, Burlington, VT 0340% Voice (802) 865-7145
Fax (802) 864-1777
Vermont Relay: cail 7-1-1 or 800-253-0191
Director
Fletcher Free Library

POSTING DATE: July 12, 2012 %updated 07192012 DEADLINE TO APPLY: Open Until Filled
RATE OF PAY: $68220.66/year POSITION STATUS: Regular FT
EXEMPT/NON-EXEMPT: Exempt CLASSIFICATION GRADE: 24

This position reports directly o the Mayor and is responsible for the oversight of the Library’s day-to-day
operations, dynamic community vision, and outreach both directly and through library staff and volunteers.
The Director also represents the Fletcher Free Library to the greater community.

ESSENTIAL FUNCTIONS:

o Guide overall library vision and operating plan including; development of organizational operating
plan, goals and procedures to assure quality patron service, , library programs and services,
community relations, optimurn access to the library collection, and enlargement of the coliection,

s Set goals and objectives for the Library, monitor progress and forecast 1rends analyze needs of the

community.

Plan and oversee the library’s annual budget.

Provide monthly budget and grant reports to Mayor as necessary.

Warks to grow the library’s annual donor base.

Develop and approve policies and procedures relating to departmental issues
Provide executive direction for the day-to-day operation of the Library.

o Make personnel decisions; inciuding but not limited to; interview, hire, schedule and disciplinary
action.

¢ Grow and oversee healthy internal organlzatxonal structure among staff.

* Procure grants for Library services and capital improvements.

¢ Serveasthe point of contract for the Library Board of Commissions to ensure the development and
implementation of goals and Hbrary policies, congruent with the goals of the Mayor’s office.

= Work with the Board of Corumissioners and community advisors in crafting a Long-Range Strategic
Plan for the Fletcher Free Library.

e Ensure positive stewardship of library building and grounds by directing the maintenance of Library -
building and grounds, set priorities.that include developing the Capital Budget.

o The Director will partner with City agencies to enhance the Library’s already strong commitment to
cultural competency and diversity programming.

e The Director will create and sustain excellent external reiattonshlps with staff, Friends of the
Library, volunteers, City government, and the business community.

»  Acts as Haison on fundraising campaigns with the Development Committee, Friends of the Fletcher
Free Library and consultants.

e Work successfully within the context of city government.

NON-ESSENTIAL FUNCTIONS:
Performs other duties as required
MINIMUM QUALIFICATIONS:

e Masters of Library Science degree from an A.L.A accredited institution and two years relevant
library experience in a public setting or State of Vermont Librarian Certification plus five years
relevant experience.

¢ Demonstrated successful financial management and budgeting skills.

e Demonstrated ability to make administrative decisions, interpzret polices, supervise and motivate
staff.

s Awareness and understanding of both current and emerging library information technologies.

e Demonstrated interest in professional Librarianship (i.e. in some or all of the following areas:
development, workshops, conference, publications)

o Strong commitment to diversity and progressive development of cultural competency among the
Library staff and larger Burlingfon community.

Knowledge of grant writing.

Ability to establish and maintain effective employee and public relations.

Strong oral and written communication skills.
Submit CITY OF BURLINGTON APPLICATION, cover letier 2nd resume to: Human Resources Department,
179 South Winooski Avenue, Burlington, VT 05401 To obtain an application visit www.butiingtonyt.gov/HR.
Available in alternative formats for persons with disabilities. The City of Burlington does not discriminate on the
basis of race, colot, national origin, sex, sexual orientation, religion, age or disability in employment or the provision
of services.
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Yermont Relay: call 7-1-1
WOMEN, MINORITIES AND PERSONS WITH DISABILITIES ARE HIGHLY ENCOURAGED TO
APPLY. EOE,
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