
 

MEAD PUBLIC LIBRARY BOARD OF 

TRUSTEES AGENDA 

July 28, 2022 at 5:00 PM 

Mead Public Library, Rocca Conference Room, 710 N 8th Street 

Notice of the Mead Public Library Board of Trustees Meeting at 5:00 PM, Thursday, July 28, 2022 at Mead Public 
Library, Rocca Conference Room, 710 N 8th Street, Sheboygan WI. 

Persons with disabilities who need accommodations to attend this meeting should contact Sydny Mehn at the 
Mead Public Library, (920) 459-3400 extension 2039 as soon as possible. Persons other than commission, 
committee, and board members who wish to participate remotely shall provide notice to Sydny Mehn at the 
Mead Public Library at 920-459-3400 extension 2039 at least 24 hours before the meeting so that the person may 
be provided a remote link for that purpose. 
 

OPENING OF MEETING 

1. Call to Order and Determination of Quorum - Maeve Quinn, President. All trustees may attend the 
meeting remotely. 

2. Pledge of Allegiance 

3. Public Comments [5 people at 5 minutes each. Commenters must be City residents or residents of non-
libraries areas in Sheboygan County] (Please sign in prior to meeting) 

4. Approval of Minutes - 6/23/22 

5. Correspondence, Announcements, and Common Council Reports 

COMMITTEE REPORTS 

6. Review and Possible Action on Payment of Current Expenditures, including Payroll and Special Revenues 
(Grants, Gifts and Donations).  Receive Budget Status Report to Date 

7. Human Resources Committeee - Report of 7/26/2022 Meeting 

ITEMS FOR DISCUSSION AND POSSIBLE ACTION 

8. City Job Description Questionaire (JDQ) Study 

9. Library Job Descriptions 

10. Library Table of Organization 

11. Photography and Recordings Policy 

12. Upgrade to Video Network Storage Equipment 

13. Update on Capital Projects 
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14. 125th Anniversary 

DIRECTOR'S REPORT 

15. 2023 City of Sheboygan Budget 

16. Update on Architectural Plan 

17. Building Projects 

18. Services and Programming 

19. Security Update 

20. Monthly Statistics 

LIAISON REPORTS 

21. Monarch Library System - Maeve Quinn 

22. Mead Library Foundation - Kathie Norman 

23. Friends of Mead - Sydny Mehn 

UPCOMING MEETINGS 

24. LIBRARY BOARD OF TRUSTEES (08/25/22 @ 5 PM) 

ADJOURN 

25. Motion to Adjourn 

In compliance with Wisconsin's Open Meetings Law, this agenda was posted in the following locations more 
than 24 hours prior to the time of the meeting: 

City Hall  •  Mead Public Library 
Sheboygan County Administration Building  •  City's website 
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CITY OF SHEBOYGAN 

MEAD PUBLIC LIBRARY BOARD OF TRUSTEES MINUTES 

Thursday, June 23, 2022 

OPENING OF MEETING 

1. Call to Order and Determination of Quorum - Maeve Quinn, President. All trustees may attend the 
meeting remotely Quinn called the meeting to order at 5:00 p.m. and determined a quorum.  
Members Present: Alvarez, Bulson, Campe, Quinn, Speth, and Walton  
Members Absent: Albrinck, Guevara, Norman, and Salazar 
Staff Present: DeAmico, Erickson, and Mehn 

2. Pledge of Allegiance Quinn led the group in the pledge of allegiance. 

3. Public Comments [5 people at 5 minutes each. Commenters must be City residents or residents of 
non-libraries areas in Sheboygan County] (Please sign in prior to meeting) There was no public 
comment. 

4. Approval of Minutes Walton moved to approve the minutes from the May 26, 2022 meeting. Speth 
seconded. The motion passed. 

5. Correspondence, Announcements, and Common Council Reports There was no correspondence, 
announcements, or Common Council reports. 

COMMITTEE REPORTS 

6. Review and Possible Action on Payment of Current Expenditures, including Payroll and Special 
Revenues (Grants, Gifts and Donations). Receive Budget Status Report to Date Speth moved to 
approve the report, and payment of current expenditures including payroll, and special revenues. 
Walton seconded. The motion passed.  

7. HR Committee - Report of 6/14/2022 Meeting Walton discussed the meeting of 6/14/22, noting the 
action items that will be discussed. He also discussed the Job description study and noted the changes 
that have taken place since the meeting at the city level. 

ITEMS FOR DISCUSSION AND POSSIBLE ACTION 

8. Job Descriptions Updates Erickson updated the group on the job description updates and the addition 
of one job description, highlighting the changes. He indicated that there was a retirement upcoming that 
would allow for the budget to cover these positions. Walton moved to approve the job descriptions as 
presented. Speth seconded. The motion passed. 

9. Table of Organization Campe moved to approve the changes to the table of organization based on the 
updated job descriptions. Walton seconded. The motion passed.  

10. Job Descriptions Study Quinn discussed the Common Council meeting that had taken place on Monday, 
June 20th, noting that the Job Description proposal had been referred back to the Finance and Personnel 
Committee for reworking. Additionally, the Finance and Personnel Committee will meet on June 27th at 
5pm to determine what the next steps should be. It was suggested that the study should be held off 

3

Item 4.



until an HR department has been hired. Erickson mentioned that he has been appointed part of the 
hiring committee for a new HR Director. 

11. 125th Anniversary Quinn updated the group on the progress so far, noting the plan to have a staff party 
on a Monday night in November at Trattoria Stefano, and that the library will close at 4:00pm that day 
to accommodate all staff. 

12. Joint meeting with City Finance and Personnel Committee There will be a joint City Finance and 
Personnel and Mead Board Meeting, on July 25, 2022 at 5:00pm at City Hall.  

DIRECTOR'S REPORT 

13. Update on Building Projects Erickson discussed the fire panel replacement that is in process still. He 
discussed that DPW is awaiting parts yet, and that there has not been a determination as to whom is 
paying for the replacement yet. Additionally, there was a false alarm that went off that needed to be 
attended to in the middle of the night. He next talked about the concrete project next to the generator, 
noting that it sounds like DPW is going to be able to cover the cost of that project. 

14. Update on Services and Programming The Levitt Amp Concert Series begins on the Green tonight, 
which will be recorded and broadcast on 91.7fm or on our podcast. The Acuity Cool Picks had 220 
attendees for the Teen summer reading kick off, and the Sheboygan Maker Faire had 2500 people come 
through to participate. Erickson also mentioned the retirement of Aimee Steinbruecker, who has 
worked at Mead for 45 years, and will be retiring as of July 1st.  

15. Security Update Erickson presented the security update report, which he reported typically goes down a 
bit during the summer months. 

16. Monthly Statistics Erickson presented the monthly statistics, noting the increased program and 
participant stats. 

LIAISON REPORTS 

17. Monarch Library System - Maeve Quinn Quinn reported that Monarch has not had a meeting since our 
last Trustee meeting. 

18. Mead Library Foundation - Kathie Norman Quinn reported that the Foundation has not had a meeting 
since our last Trustee meeting. 

19. Friends of Mead - Sydny Mehn Mehn reported that the Friends have not had a meeting since our last 
Trustee meeting. 

UPCOMING MEETINGS 

20. Joint meeting with City Finance and Personnel Committee (7/25/22 @ 5:00 pm) 

21. Library Board of Trustees (07/28/22 @ 5:00 pm) 

ADJOURN 

22. Motion to Adjourn Walton moved to adjourn the meeting. Campe seconded. The motion passed. Being 
no further business, the meeting adjourned at 5:43 pm. 

In compliance with Wisconsin's Open Meetings Law, this agenda was posted in the following locations more 
than 24 hours prior to the time of the meeting: 
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City Hall  •  Mead Public Library 
Sheboygan County Administration Building  •  City's website 
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 Maintenance Supervisor 
 
 

Direct Supervisor: Library Director 

Department:  Mead Public Library 

Version Date:  July 28, 2022 

Salary Grade:  H 

FLSA Status:  Exempt 

 

Position Summary: 
The primary purposes of this position is to supervise the maintenance and repair of the library building, 

equipment and grounds; and the cleaning of the library   

Essential Responsibilities: 
1. Performs duties independently with minimum supervision    

2. Supervises or performs general day to day duties with associated library staff or vendor staff which 

include but are not limited to: 

a. Wash, dust, vacuum and clean Library facility and furniture 

b. Clean restrooms and maintain supplies 

c. Maintain interior and exterior plants, shrubbery and holiday decorations 

d. Dispose of trash and recycle applicable materials 

e. Set up meeting rooms for programs and activities 

f. Oversee or assist with snow removal  

g. Receive and retrieve Library materials and supplies 

h. Operate and maintain Library security systems and HVAC systems 

3. Contacts vendors as needed to ensure robust library services 

4. Supervises maintenance of the Library facilities, equipment and grounds 

5. Makes purchases on behalf of the library  

6. Provides customer service and assistance in the use of Library services  

7. Work with IT Specialist on building security systems including security cameras 

8. Run networking cable throughout library 

9. Performs general maintenance services such as painting, carpentry, plumbing, ground keeping and 

snow removal 

10. Maintains, troubleshoots and repairs mechanical equipment such as motors, pumps, door, fans, boilers, 

heat exchangers and controls, electrical controls, building systems and other critical systems  

11. Acts as key resource for administration in regards to facilities management 

12. Provides input to the Director in the development of Library policies, plans, and goals 

13. Offers ideas for improving operational effectiveness or efficiency to management team 

14. Reports Library safety and security matters to the Library Director 

15. Handles materials and supplies according to MSDS guidelines 

16. Provides emergency duties and resources as needed in times of a City emergency in conjunction with 

the Director and in accordance with the City’s emergency plan  

17. Performs other related work as assigned by the Director 

Education & Experience: 
High school diploma or a GED Certificate recognized by the WI Department of Public Instruction.  Associate’s 

Degree required. 
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Qualifications & Skills: 
1. Knowledge of the proper uses and techniques for using materials, equipment and power and hand 

tools for maintenance, repair, construction and other activities. 

2. The ability to communicate effectively in both written and verbal form with a variety of city personnel 

and members of the public, and maintain effective working relationships with other staff, contractors 

and participants. 

3. Ability to provide basic addition, subtraction, multiplication, division mathematical functions efficiently. 

4. Strong interpersonal, communication and organizational skills and a strong sense of responsibility and 

initiative.  Work closely with the Supervisor and coworkers in performing a variety of tasks.  Ability to 

work independently in a fast-paced environment with frequent interruptions. 

Post Job Offer Requirements: 
Job offers for this position are contingent on the individual passing a pre-employment drug screen and 

background check.  

Work Environment: 
The work environment and physical demands characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable accommodations may be 

made to enable qualified individuals with disabilities to perform the essential functions.  

1. Above average physical strength and stamina is required while performing the duties of this job.  

2. The employee is regularly required to stand, walk, bend, handling of materials which may range from 50 

-75 pounds for sustained periods.   

3. This work also requires lifting, standing, walking and reaching for long sustained periods.   

4. Also required is the ability to perform task related to repetitive motions with the use of the hands, legs, 

and back.   

5. The employee frequently is required to work outdoors in all climatic conditions.  Some exposure to 

definitely disagreeable features using the appropriate Personal Protective Equipment (PPE).   

6. The employee is occasionally required to work evenings and long hours and be able to respond to call-

ins after normal hours. 

Department Summary: 
The Mead Public Library provides quality services, resources, and lifelong learning opportunities to meet the 

needs and interests of our diverse community. The function of the Mead Public Library is to serve our 

customers in a way that establishes a relationship of mutual gratitude – our gratitude for our customers’ 

patronage, and our customers’ gratitude for the quality and value they receive. 

Acknowledgement: 
The job description includes the essential responsibilities of the position and is not to be construed as all-

inclusive. The duties listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific essential responsibilities does not exclude them from the position if the 

work is similar, related, or is a logical assignment to the position. 
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The job description does not constitute an employment agreement between the employer and employee and 

is subject to change by the employer as the needs of the employer and requirements of the job change. 

 

My signature below is both an acknowledgement of my understanding of the job description for this position, 

as well as my commitment to uphold and promote the mission, vision, and core values of the City of 

Sheboygan, and work to fulfill the six values of the City’s Strategic Plan. 

 

 

Employee Name:______________________________________________________________  Employee Number:________________ 

 
Employee Signature:__________________________________________________________  Date:_______________________________ 
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 Support Services Manager 
 
 

Direct Supervisor: Library Director 

Department:  Mead Public Library 

Version Date:  July 28, 2022 

Salary Grade:  S 

FLSA Status:  Exempt 

 

Position Summary: 
The purpose of this position is to ensure that employees, volunteers, work routines, and programs meet the 

organization’s goals and objectives for the entire Mead Public Library support services effort. This position 

manages the work of persons in the organization who provide services to other library staff and is also 

expected to be dynamic leader within the management team.  Work is performed under the direction of the 

Library Director. 

Essential Responsibilities: 
1. Translates library’s mission, values and strategy to employees, policy, and work routines 

2. Works closely in a management team to improve the overall value, effectiveness and efficiency of all 

library resources and services 

3. Leads and works with others in teams to evaluate, develop, and improve services, policy, goals and 

objectives, routines, service satisfaction, workplace environment, and financial results 

4. Develops positive relationships with the citizens who use the library 

5. Measures, monitors  and improves organizational processes and work routines of the Support Services 

Team to improve value, efficiency, effectiveness, and customer satisfaction/loyalty 

6. Coaches and mentors both individual employees and work teams to exceed expectations 

7. Works with persons throughout the organization to identify, evaluate, and find creative solutions for 

problems in need of resolution 

8. Coordinates the evaluation, development, and monitoring of library collections 

9. Researches and prepares job descriptions, performance appraisals, and employee training and 

development plans  

10. Manages and schedules staffing of Support Services Employees 

11. Researches and sets individual employee work routines and standards 

12. Monitors support services annual budgets 

13. Manages the organization’s effort to assess, acquire, install and evaluate technology to meet the 

changing needs of customers and to constantly improve efficiency  

14. Works to assure the successful development of quality process improvement initiatives 

15. Gathers data and monitors progress and trends related to the organization’s strategic initiatives 

Education & Experience: 
1. Bachelor’s degree with three years of managerial experience, or Master’s degree in Library Science 

required or related field with three years’ professional library experience.  
2. Possession of a valid Wisconsin driver’s license required. 

Qualifications & Skills: 
1. Ability and willingness to learn, adaptability to new technologies, flexibility when faced with a 

challenging situation, and ability to work in an ambiguous environment 
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2. Ability to partner, work within and lead teams, build alliances and relationships, identify and implement 

solutions, and build participative processes 

3. Ability to listen, choose an appropriate medium for a message, present information clearly and 

concisely, and give and receive feedback 

4. Ability to analyze and evaluate information and situations, problem-solving, decision making, and 

conceptualizing 

5. Ability to demonstrate accountability, integrity, positive influence, having future focus, and accept the 

responsibilities of being a leader 

6. Ability to be self-aware, listen, give feedback and assess performance, understand and value diversity, 

develop and coach staff, effectively implement the hiring and selection process, and prevent and 

resolve conflict 

7. Ability to accurately assess situations, set and monitor goals, delegate, manage implementations and 

projects, and evaluate outcomes 

8. Ability to understand and manage financial, information technology, and space resources 

9. Ability to create excellent relationships with the citizens who use the library 

10. Ability to lead organizational efforts toward efficient and effective processes 

11. Ability to provide first-line supervision 

12. Ability to exercise good judgment, decisiveness and creativity when problem solving 

13. The ability to communicate effectively ideas and information both in written and oral form. 

14. The ability to calculate basic arithmetic problems (addition, subtraction, multiplication, division) without 

the use of a calculator 

15. Strong interpersonal, communication and organizational skills and a strong sense of responsibility and 

initiative.   

16. Work closely with the Supervisor and coworkers in performing a variety of tasks.   

17. Ability to work independently in a fast-paced environment with frequent interruptions.  

18. Ability to set priorities in order to meet assignment deadlines. 

Post Job Offer Requirements: 
Job offers for this position are contingent on the individual passing a pre-employment drug screen and 

background check.  

Work Environment: 
The work environment and physical demands characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable accommodations may be 

made to enable qualified individuals with disabilities to perform the essential functions.  

1. Sitting, standing, walking, climbing and stooping 

2. Bending, twisting and reaching 

3. Talking and hearing; use of the telephone  

4. Lifting and carrying: 50 pounds or less 

5. Pushing and pulling: objects on wheels weighing 60-100 pounds 

6. Handling: processing, picking up and shelving library materials 

7. Fingering: typing, keyboarding, writing, filing, sorting, shelving and processing 

8. Mobility: travel to meetings outside the library 
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Department Summary: 
The Mead Public Library provides quality services, resources, and lifelong learning opportunities to meet the 

needs and interests of our diverse community. The function of the Mead Public Library is to serve our 

customers in a way that establishes a relationship of mutual gratitude – our gratitude for our customers’ 

patronage, and our customers’ gratitude for the quality and value they receive. 

Acknowledgement: 
The job description includes the essential responsibilities of the position and is not to be construed as all-

inclusive. The duties listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific essential responsibilities does not exclude them from the position if the 

work is similar, related, or is a logical assignment to the position. 

 

The job description does not constitute an employment agreement between the employer and employee and 

is subject to change by the employer as the needs of the employer and requirements of the job change. 

 

My signature below is both an acknowledgement of my understanding of the job description for this position, 

as well as my commitment to uphold and promote the mission, vision, and core values of the City of 

Sheboygan, and work to fulfill the six values of the City’s Strategic Plan. 

 

 

Employee Name:______________________________________________________________  Employee Number:________________ 

 
Employee Signature:__________________________________________________________  Date:_______________________________ 
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 Administrative Services Manager 
 
 

Direct Supervisor: Library Director 

Department:  Mead Public Library 

Version Date:  July 28, 2022 

Salary Grade:  S 

FLSA Status:  Exempt 

 

Position Summary:  
The primary purpose of the position is to work with the library director in budgetary and financial matters.  The 

position also assists in developing strategy, updating policy, improving internal processes and efficiency, and 

performing general human resource tasks.   

Essential Responsibilities: 
1. Works closely with director and management team to improve the overall management, efficiency, 

effectiveness and value of all library resources and services 

2. Closely works with the director in the preparation and monitoring of the budget; prepares budgetary 

and analytical studies and reports; prepares monthly and fiscal year-end financial statements; verifies 

fund balances; assists works with city finance department in preparing Mead Public Library (MPL) for the 

library portion of the outside audit, and coordinating and completes the MPL annual and special audits 

state library reports. Closely works in the identification of Capital Projects and the preparation of Capital 

Improvement process requests, and documents, executes project from start of project to completion of 

project and payment schedules of project contractor’s payments for both city funded Capital 

Improvement projects and donor funded projects 

3. Processes all library accounting including accounts payable, bank deposits, and maintains accurate 

records and control reports 

4. Assists city officials with accounts payable vendor files 

5. Counts and records daily cash receipts that include cash revenues, private gifts and bequests, and their 

reconciliation. Administrative Services Manager is the first contact with Donors from the initial ask to 

the final gift given.  Monitors and tracks all expenditures to maintain spending within the gift amount, 

and compliance on restricted gifts. 

6. Assist library staff in using the city payroll system, library and city staff handbooks and library and city 

policies 

7. Works with the Library Administration and City Finance Department in preparing for financial audits 

8. Works with the director in the development and administration of library policies, plans, human 

resources, insurance systems, safety and security 

9. Gathers data and monitors progress and trends related to organizational strategic measures and 

indicators 

10. Measures, monitors, and improves organizational processes and work routines to improve customer 

satisfaction and loyalty 

11. Works on various Library and City of Sheboygan committees or teams to solve problems and facilitate 

communication across the organization as assign by the Library Director 

12. Makes library purchases 

13. Maintains positive relationships with municipal officers and various other community stakeholders 

14. May attend local and state-wide related conferences, workshops and trainings 

15. Participates in outside organizations, i.e. Wisconsin Municipal Treasures Association, CVMIC 

16. Attends the City Council, Committee of the Whole, and City Finance meetings 
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17. Performs other related work and special projects as assigned by the Director 

18. Handles emergency situations in the absence of the Director and works with appropriate parties to 

resolve situations 

19. Is the Treasurer liaison for the Mead Public Library Foundation, Inc, and Friends of Mead Public Library 

Education & Experience: 
Associates degree in accounting required, Bachelor’s degree in accounting or finance required preferred. 5 

years of related experience. 

Qualifications & Skills: 
1. Ability to understand financial, information technology and space resources 
2. Ability and willingness to learn, adaptability to new technologies, flexibility when faced with changing 

situation, ability to work in an ambiguous environment 
3. Ability to partner, work within teams, build alliances and relationships 
4. Ability to analyze data and make decisions based on that data within an organizational framework 
5. Ability to listen, choose an appropriate medium for a message, present information clearly and 

concisely, and give and receive feedback 
6. Ability to analyze and evaluate information and situations, problem-solving, decision-making, and 

conceptualizing   
7. Ability to develop and maintain constructive relationships with staff and public 
8. Ability to demonstrate accountability, integrity, and a positive influence on others 

9. The ability to communicate effectively ideas and information both in written and oral form 

10. The ability to calculate basic arithmetic problems (addition, subtraction, multiplication, division) without 

the use of a calculator 

11. Strong interpersonal, communication and organizational skills and a strong sense of responsibility and 

initiative.  Work closely with the Supervisor and coworkers in performing a variety of tasks.  Ability to 

work independently in a fast-paced environment with frequent interruptions. Ability to set priorities in 

order to meet assignment deadlines. 

Post Job Offer Requirements: 
Job offers for this position are contingent on the individual passing a pre-employment drug screen and 

background check.  

Work Environment: 
The work environment and physical demands characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable accommodations may be 

made to enable qualified individuals with disabilities to perform the essential functions.  

1. Sitting, standing, walking, climbing and stooping 

2. Bending, twisting and reaching 

3. Talking and hearing; use of the telephone 

4. Far vision at 20 feet or further; near vision at 20 inches or less 

5. Lifting and carrying: 50 pounds or less 

6. Pushing and pulling: objects on wheels weighing 60-100 pounds 
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7. Handling: processing, picking up and shelving library materials 

8. Fingering: typing, keyboarding, writing, filing, sorting, shelving and processing 

9. Mobility: travel to meetings outside the library 

Department Summary: 
The Mead Public Library provides quality services, resources, and lifelong learning opportunities to meet the 

needs and interests of our diverse community. The function of the Mead Public Library is to serve our 

customers in a way that establishes a relationship of mutual gratitude – our gratitude for our customers’ 

patronage, and our customers’ gratitude for the quality and value they receive. 

Acknowledgement: 
The job description includes the essential responsibilities of the position and is not to be construed as all-

inclusive. The duties listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific essential responsibilities does not exclude them from the position if the 

work is similar, related, or is a logical assignment to the position. 

 

The job description does not constitute an employment agreement between the employer and employee and 

is subject to change by the employer as the needs of the employer and requirements of the job change. 

 

My signature below is both an acknowledgement of my understanding of the job description for this position, 

as well as my commitment to uphold and promote the mission, vision, and core values of the City of 

Sheboygan, and work to fulfill the six values of the City’s Strategic Plan. 

 

 

Employee Name: ______________________________________________________________ Employee Number: ________________ 

 
Employee Signature: __________________________________________________________ Date: _______________________________ 
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 Cataloger 
 
 

Direct Supervisor: Support Services Manager 

Department:  Mead Public Library 

Version Date:  July 28, 2022 

Salary Grade:  F 

FLSA Status:  Non-Exempt , Not Represented 

 

Position Summary: 
The purpose of this position is to work as part of a team to update and maintain the library’s bibliographic and 

item records in the System-shared database.  This position may also provide direct Interlibrary Loan customer 

service.  Work is performed under the direction of the Support Services Manager. 

Essential Responsibilities: 
1. Performs general day to day duties associated with various services which include but are not limited to: 

a. Bibliographic database entry and maintenance 

b. Copy cataloging of all formats of library materials to facilitate their identification, access and use 

c. Collection ordering, receiving, processing and mending 

d. Contacts vendors 

e. Prepares invoices for payment 

f. Interlibrary loan and collection distribution systems 

g. Processes and distributes mail and other deliveries 

h. Generates, compiles and distributes a variety of reports and statistics 

i. Performs or directs routine inventory duties 

2. Adheres to current cataloging standards and works within Monarch Library System guidelines 

3. Conducts service interviews to link customer needs with services and resources  

4. Provides input to managers in the improvement of library policies, plans and goals 

5. May make library purchases and/or assist in the weeding process 

6. May offer technology training to others 

7. Attends library related conferences and workshops-at or away from work location 

8. Provides emergency duties and resources as needed in times of a City emergency in conjunction with 

the Director and in accordance with City’s emergency plan  

9. Performs other related work as assigned by the Director or Manager 

10. Performs duties independently with minimum supervision    

Education & Experience: 
Associate’s degree required.  High school diploma or a GED Certificate recognized by the WI Department of 

Public Instruction. Computer literacy including e-mail, basic software and hardware proficiency, and navigating 

the internet. Three to five years minimum experience using current Integrate Library System (ILS) software.   

Qualifications & Skills: 
1. Knowledge of library services and procedures with the ability to employ appropriate techniques to meet 

service needs, and resilience to changes in the library profession. Must have the ability to develop and 

maintain constructive relationships with staff and public, as well as the ability and willingness to learn, 

adaptability to new technologies, flexibility when faced with changing situation, ability to work in an 

ambiguous environment 
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2. The ability to communicate effectively in both written and verbal form with a variety of city personnel 

and members of the public, and maintain effective working relationships with other staff, contractors 

and participants. 

3. Ability to provide basic addition, subtraction, multiplication, division mathematical functions efficiently. 

4. Strong interpersonal, communication skills to effectively communicate ideas and information both in 

written and oral form. Ability to effectively read and understand written information. Perform work in 

response to general, outcome based directives. Effective time management skills and ability to set 

priorities in order to meet assignment deadlines. 

Post Job Offer Requirements: 
Job offers for this position are contingent on the individual passing a pre-employment drug screen and 

background check.  

Work Environment: 
The work environment and physical demands characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable accommodations may be 

made to enable qualified individuals with disabilities to perform the essential functions.  

1. Must have the ability to switch between Sitting, standing, walking, climbing and stooping, as well as 

bending, twisting and reaching.  

2. Talk to and listen to patrons in person and on the telephone.  

3. Far vision at 20 feet or further; near vision at 20 inches or less.  

4. Must be able to lift and carry 50 pounds or less and push or pull objects on wheels weighing 60-100 

pounds.  

5. Handle processing, picking up and shelving library materials as well as typing, keyboarding, writing, 

filing, sorting, shelving and processing.  

6. Must be willing to travel to meetings outside the library.   

Department Summary: 
The Mead Public Library provides quality services, resources, and lifelong learning opportunities to meet the 

needs and interests of our diverse community. The function of the Mead Public Library is to serve our 

customers in a way that establishes a relationship of mutual gratitude – our gratitude for our customers’ 

patronage, and our customers’ gratitude for the quality and value they receive. 

Acknowledgement: 
The job description includes the essential responsibilities of the position and is not to be construed as all-

inclusive. The duties listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific essential responsibilities does not exclude them from the position if the 

work is similar, related, or is a logical assignment to the position. 

 

The job description does not constitute an employment agreement between the employer and employee and 

is subject to change by the employer as the needs of the employer and requirements of the job change. 
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Cataloger 

w w w . s h e b o y g a n w i . g o v  

 

Page 3 

My signature below is both an acknowledgement of my understanding of the job description for this position, 

as well as my commitment to uphold and promote the mission, vision, and core values of the City of 

Sheboygan, and work to fulfill the six values of the City’s Strategic Plan. 

 

 

Employee Name:______________________________________________________________  Employee Number:________________ 

 
Employee Signature:__________________________________________________________  Date:_______________________________ 
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1.00 Library Director FTE BY TEAM

8.00

1.00 Administrative Services Manager 20.50 Public Services

10.75 Support Services

1.00 Communications Specialist 39.25 Total 

1.00 Administrative Assistant

1.00 Information Technology Specialist

1.00 Maintenance Supervisor

1.00 Maintenance Technician FTE BY YEAR

39.25 2022

1.00 Cleaners 40.25 2021

39.75 2020

1.00 Public Services Manager 39.75 2019

38.00 2018

9.00 Librarian 39.50 2017

39.75 2016

6.50 Library Assistant 35.44 2015

37.63 2014

3.00 Library Program Specialist 43.19 2013

1.00 Public Safety Specialist

1.00 Support Services Manager TOTAL NUMBER OF EMPLOYEES

7.00 Full-time Administration

3.00 Cataloger 2.00 Part-time Administration

18.00 Full-time Public Services

6.25 Pages 3.00 Part-time Public Services

4.00 Full-time Support  Services

11.00 Part-time Support Services

45.00 2022 Total

Revised Date:  6/1/2022

Board Approved Date: 6/23/2022

Administration

2022 Mead Public Library Table of Organization
Citizens of the City of Sheboygan

Mayor and Common Council

Library Board of Trustees ( 10 )

Revised as of 7/1/2022
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1.00 Library Director FTE BY TEAM

8.00

1.00 Administrative Services Manager 22.50 Public Services

11.25 Support Services

1.00 Communications Specialist 41.75 Total 

1.00 Administrative Assistant

1.00 Information Technology Specialist

1.00 Maintenance Supervisor

1.00 Maintenance Technician FTE BY YEAR

41.75 2022

1.00 Cleaners 40.25 2021

39.75 2020

1.00 Public Services Manager 39.75 2019

38.00 2018

9.00 Librarian 39.50 2017

39.75 2016

8.50 Library Assistant 35.44 2015

37.63 2014

1.00 Public Safety Specialist 43.19 2013

1.00 Support Services Manager TOTAL NUMBER OF EMPLOYEES

7.00 Full-time Administration

3.00 Cataloger 2.00 Part-time Administration

20.00 Full-time Public Services

6.25 Pages 2.00 Part-time Public Services

4.00 Full-time Support  Services

11.00 Part-time Support Services

46.00 2022 Total

Revised Date: 9/29/2021

Board Approved Date: 9/29/2021

Administration

2022 Mead Public Library Table of Organization
Citizens of the City of Sheboygan

Mayor and Common Council

Library Board of Trustees ( 10 )
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1.00 Library Director FTE BY TEAM
8.00

1.00 Administrative Services Manager 16.25 Public Services
15.00 Support Services

1.00 Communications Specialist 39.25 Total 

1.00 Administrative Assistant

1.00 Information Technology Specialist

1.00 Maintenance Supervisor

1.00 Maintenance Technician FTE BY YEAR
39.25 2022

1.00 Cleaners 40.25 2021
39.75 2020

1.00 Public Services Manager 39.75 2019
38.00 2018

9.00 Librarian 39.50 2017
39.75 2016

2.25 Library Assistant 35.44 2015
37.63 2014

3.00 Library Program Specialist 43.19 2013

1.00 Public Safety Specialist

1.00 Support Services Manager TOTAL NUMBER OF EMPLOYEES
7.00 Full-time Administration

4.25 Library Assistant 2.00 Part-time Administration
18.00 Full-time Public Services

3.00 Cataloger 3.00 Part-time Public Services
4.00 Full-time Support  Services

6.25 Pages 11.00 Part-time Support Services
45.00 2022 Total

Revised Date:  7/28/2022
Board Approved Date: 7/28/2022

Administration

2023 Mead Public Library Table of Organization
Citizens of the City of Sheboygan

Mayor and Common Council
Library Board of Trustees ( 10 )

Revised as of 7/28/2022, Effective 1/1/20023
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Photography and Recordings Policy - (Draft 07-2022) 
 
Purpose 
The purpose of this policy is to set guidelines that balance the privacy rights of library staff 
and patrons with the reasonable use of cameras for photography and recording on library 
property. For the purposes of this policy, “recordings” includes video, audio, and live 
streaming. “Specialized equipment” refers to larger equipment that could impede foot traffic 
or create a similar disturbance to library operations. “Photography” includes still images. 
 
Photography and Recordings by Library Patrons 
While the Library is a public place, it is considered a “limited public forum” under federal 
law. Public libraries may reasonably restrict the exercise of free speech rights in their 
buildings, particularly when the conduct would disrupt or interfere with other visitors or staff 
or be inconsistent with the Library’s mission. 
 
Subject to the preceding paragraph, permission is not required to take photographs or 
recordings in the public areas of the library for personal, non-commercial use if non-
specialized equipment is used. If specialized equipment is to be used, requests must be 
made at least 24 hours in advance to the Library Director. Photographs and recordings are 
not allowed in non-public areas (restrooms and staff only areas) unless consent is given by 
the Library Director. Permission to photograph or record any person under 18 years of age 
must be obtained from a parent/guardian on behalf of said minor child. Library staff reserve 
the right to stop anyone from taking photographs or recordings if it compromises a patron or 
staff member’s right to privacy, results in disruption of normal library operation, is deemed to 
be harassing, intimidating, or threatening toward a patron or staff member, or if the activity 
blocks walkways, doors, or stairways. Taking photographs and recordings of the exterior 
building and grounds does not require permission but the activity may not impede the 
ingress or egress to or from the library building or property. 
 
Public Meeting Spaces 
As stated in the “Photography and Recordings by Library Patrons” section of this policy, 
photographing and video recording is permitted in public spaces, including in meeting 
rooms, so long as it does not result in the disruption of the meeting.  This includes the 
recording of library board meetings. 
 
Photography and Recordings by Library Staff 
Staff of the Mead Public Library District routinely takes pictures, audio recordings or video 
recordings of events at the Library to use for news stories or publicity, in either print or 
online. These photographs and/or audio or video recordings may appear in future 
publications without the permission of the person being photographed and/or audio or video 
recorded. The images may also be posted on the Library’s website, in marketing materials, 
and on social media networks such as Facebook. All Library patrons consent to the use of 
their photo or audio or video recording taken at the Library or during Library events, unless 
they specifically inform a librarian or the staff member in charge of the program attended of 
an objection to such use. This policy extends to photographs and recordings by library staff 
at any of the library’s outreach events in the community. 
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Library Security Use of Video Recordings (addressed further in Patron Privacy Policy) 
The Mead Public Library strives to maintain a safe and secure environment for its staff and 
patrons and as such, selected public areas of the library premises are under continuous 
video surveillance and recording. Signs disclosing video surveillance will be posted at the 
library entrance. It is the intent of the library to retain all recorded images for approximately 
120 days, based on server storage capacity. Staff will follow record retention guidelines 
when disposing of video recordings. Access to the recordings are only available to staff 
members on the Person-in-Charge list and the Library Board President. Video recordings 
from the library’s surveillance system are subject to Freedom of Information Act requests. 
 
Library Security Video General Guidelines: 

 Video recordings will be used to identify the person or persons responsible for library 
policy violations, criminal activity, or actions considered disruptive to normal library 
operations. 

 Video recordings may be used to assist law enforcement agencies in accordance with 
applicable state and federal laws. 

 Video recordings of incidents can be retained and reviewed as long as considered 
necessary by the Library Director or a designated delegate. 

 Images may be shared with other library staff to identify person(s) banned from library 
property and to maintain a safe and secure environment. 

Liability and Enforcement 
Members of the public who take photographs or recordings are solely liable for any injuries 
to persons or property that result from their activities on library property. They are 
responsible for obtaining necessary releases and permissions required by law and obtaining 
consent or other permission when taking photographs or recordings of copyrighted material. 
Library staff reserve the right to ask any individual or group who violates this policy to cease 
taking photographs or recordings on library property. 
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Maintenance Project list 2022 
Updated 7/27/22 

 
Holocaust Room Displays– phase 1 of display completed, more digital items are being scanned 
and additional digital projects in the works 
Fire Panel replacement – bids are in, awaiting direction 
Entryway tile cracking – quoted awaiting approval, if not approved maintenance will repair 
what we can in August 
Additional Security Camera’s – one camera left to install, all other up and functioning 
Additional Concrete by generator – quoted, possible that city may go ahead, unsure 
 
Media & Radio Rooms – Media room on hold, radio room basically complete for now 
Rocca Room kitchen update – on hold 
Hot Water Heater Replacement – quoted, moved to future plan 
 
Jerry Black Furniture – completed 
Window Treatments for workrooms – completed 
HVAC Controls upgrades Phase III – complete 
SE fence – completed 
Donor Wall – completed 
Furniture replacement – completed 
Imaginarium heating – completed 
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Disruptive Patron Interaction Report June 2022

Reported Incidents

Adult 17
Teen 5
Senior (65+) 0
Kids 0

Encounter Type

Trespass after exclusion 1
Dispute/argument/altercation between patrons (not physical) 3
Fighting/Physical Altercations 0
Harassment/Threating Language 1
Homeless or Runaway (Youth Only) 2
Horseplay and/or excessive noise 4
Inappropriate comments and/or excessive demands 2
Intoxicated/Addiction 1
Medical or mobility issue 0
Mental Health 3
Mess (Food waste, spills) 0
Theft/Vandalism 0
Trouble getting patron to leave after closing 0
Truancy 1
Used in the building: Vaping, Drugs, Alcohol, or Tobacco 2
Weapons 0
Other (Specify in Description) 3

Location

1st Café 1
1st Desk 3
1st DVD's/Music 0
1st Fiction 0
1st Fireplace 0
1st Lobby/Foyer 5
1st Restrooms 0
2nd Computers 0
2nd Desk 0
2nd Hansen Teen 2
2nd  Imaginarium 0
2nd Quiet Study 2
2nd Restrooms 0
3rd Desk 0
3rd Children's (North) 0
3rd Children's (South) 0
3rd Restrooms 0
3rd Teen Center 0
Outside (Specify in Description) 6
Other (Specify in Description) 4
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Type Name *June 2021 *June 2022 *Monthly 2021 vs 2022 *Year-to-date 2021 *Year-to-date 2022 *YTD 2021 vs 2022

Circulation 
Transactions

Adult Materials 19002 18559 -2% 111968 113104 1%
Teen Materials 1397 1306 -7% 5843 6341 9%
Children's Materials 17206 16287 -5% 62299 81192 30%
Total Adult/Teen/Children's Materials 37605 36152 -4% 180110 200637 11%

Materials Shared 
With Other 
Libraries

Items provided to other libraries from Mead 8898 9663 9% 55881 49354 -12%
Items received for Mead patrons from other libraries 4742 4765 0% 31854 30004 -6%
Total Interlibrary Loans (Transits) 13640 14428 6% 87735 79358 -10%

E-Content 
Checkouts Total E-Content Checkouts 7383 7904 7% 46894 47317 1%

Library Visits Gate count 15116 19418 28% 65184 102717 58%

Research Inquiries Research Inquiries 4888 5043 3% 15807 22407 42%

Internet Usage 
Provided

Library Workstation Sessions 1723 2048 19% 8126 12734 57%
Wireless Sessions 5303 7365 39% 23809 36836 55%

Number of Library 
Card Holders

Sheboygan Residents 32024 32063 0%
Non-Sheboygan Residents 8478 8124 -4%  
Total Number of Library Card Holders 40502 40187 -1%

Classes, Seminars, 
Workshops, Events

Children (0-11) Quantity 16 24 50% 63 287 356%
Children (0-11) Participants 708 2806 296% 2147 9681 351%
Teen (12-18) Quantity 3 7 133% 3 25 733%
Teen (12-18) Participants 71 326 359% 71 723 918%
Adult (18+) Quantity 11 23 109% 61 197 223%
Adult (18+) Participants 2319 2975 28% 4069 5706 40%
Total number of Classes, Seminars, Workshops, Events 30 54 80% 127 509 301%
Total number of Participants 3098 6107 97% 6287 16110 156%

Conference Room 
Utilization

Rocca Meeting Room 24% 35% 11% 22% 30% 8%
Loft Meeting Room 18% 30% 13% 5% 26% 22%
Public Conference Room #1 12% 34% 23% 4% 22% 17%
Public Conference Room #2 0% 26% 26% 0% 16% 16%

Study Rooms 
Utilization

Study Rooms Hours Used 236 322 36% 1113.5 2318 108%
Percent Utilization 20% 26% 6% 27% 31% 4%

Volunteer Hours Volunteer Hours 75.5 324 329% 622.5 1482.43 138%

*Stats effected by the COVID-19 Pandemic
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