
 
 

Job Description 

Branch Manager 

 

 

​
Position Title: ​​ Marketing and Communications Manager 

Reports to: ​ ​ Library Director 

Category: ​ ​ Main Branch, Support Services 

Starting Range: ​ Salary range $40,996-$52,998. 

 

Job Summary: ​
The Marketing and Communications Manager develops and implements comprehensive marketing, 
branding, and public relations strategies for the library system. This position oversees internal and 
external communications, manages digital and print content, and supports fundraising efforts. This 
role collaborates closely with library leadership, program managers, community partners, and media 
outlets. 

​
Qualifications: ​
Bachelor’s Degree in marketing, public relations, communications, journalism or related field 
required. 

 

Responsibilities: 
●​ Oversees the creation, production, and distribution of all print and digital communications. This 

includes social media content while ensuring brand consistency.  

●​ Manages printing services and mailing operations. 

●​ Promotes public programming that reflects the diverse and evolving needs of the community 

while fostering engagement across all age groups.  

●​ Ensures marketing efforts are inclusive, well-coordinated, and responsive to community 

interests. 

●​ Supports the planning and execution of receptions, public meetings, and community events 

while promoting a positive and professional image of the library system. 

●​ Contributes to marketing and communications initiatives that advance organizational goals. 

Photography and social media are key components of event support responsibilities. 

●​ designs CDL’s annual report with accuracy, clarity, and alignment to brand needs. This report must ​
convey the important work and critical space that the public library occupies the community.  

●​ Drafts the executive summary, year-in-review narrative, and impact stories, as well as edits submissions ​
for clarity and consistency. 

●​ Develops and implements targeted communications, including appeal letters, email campaigns, 

newsletters, and social media content.  

●​ Works to engage donors and increase contributions via marketing materials.  

●​ Collaborates with library staff to integrate fundraising and donor engagement efforts into marketing 

campaigns, public programs, and community outreach initiatives. 

 
 



 
 

 

 

 

 

 

●​ Creates engaging, mission-driven content that includes graphics, videos, stories, and messaging 

while writing compelling copy.  

●​ Manages the communications process clearly and professionally with coworkers and programming 

colleagues.  

●​ Works positively and collaboratively across departments to accomplish organizational goals. 

●​ Manages public relations efforts, media outreach, and crisis communications.  

●​ Coordinates with educational resources, local organizations, and community partners to 

promote joint programs and initiatives.  

●​ Works with Branch Managers to ensure all local programming and activities are promoted 

appropriately. 

​
Knowledge, Skills, and Abilities 

●​ Proficient in the use of Adobe Creative Cloud, Microsoft Office, Word Press, social 

media, and technology tools, including cameras, recording devices, projectors and 

Amplifiers. 

●​ Prefer photography experience with the ability to deliver professionally edited images. 
●​ Strongly prefer previous work experience in community affairs, public relations, or 

marketing. 

●​ Enthusiastic, friendly and approachable with a genuine interest in providing superior 
●​ public service. 
●​ Knowledge of managerial policies and practices related to the management of CDL. 
●​ Knowledge of public relations and customer service methods, practices, and procedures. 
●​ Ability to establish and maintain effective working relationships with coworkers and the 

general public. 
●​ Excellent organization and planning skills with the ability to work independently and as a 

team leader. 
●​ Detail oriented with the ability to document policies and procedures. 
●​ Ability to train others to ensure efficient, consistent service. 
●​ Desire and ability to provide excellent customer service. 
●​ Ability to exercise good judgment and maintain a calm perspective. 
●​ Capable with computers as they are utilized in a library setting. 
●​ Ability to provide clear, concise oral and written communication. 
●​ Knowledge of safety rules and procedures. 
●​ Proactive and able to handle multiple projects simultaneously. 
●​ Willing to work evenings and weekends. 
●​ Demonstrates a passion for engaging the community. 
●​ Possesses strong organizational skills and attention to detail. 

 

 
 



 
 

 

 

 

 

 

The duties and responsibilities for this position, including essential job functions and responsibilities, 
supplement the Cass District Library Personnel Policies and work rules applicable to all employees and 
may change or increase by practice or policy, as judged necessary by the Library. CDL reserves the right to 
assign work outside of an employee’s regular job assignment. The Library also reserves the right to change 
an employee’s regular job assignment or job description at any time. This position is full-time hourly with 
benefits. 

 

Cover letters and resumes may be emailed to CDL Director Christopher Korenowsky at 
ckorenowsky@cassdistrictlibrary.org. Please submit a CDL job application with the cover letter and 
resume. ​
​
Job applications can be found at:​
CDL Job Application 
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