











100-551400-350 Repairs and maint

100-551400-380 Adult books

100-551400-381 Juvenile books

100-551400-383 Serial subscriptions

100-551400-384 - Digital Materials & Computer Software

100-551400-385 Kit supplies

100-551400-386 Audio materials

100-551400-387 Videos

100-551400-390 Other

100-551400-391 Personnel

Minuteman Press
Amazon

Nassco

Laird Plastics
5CLS

Total

Total

Amazon

Baker and Taylor
Barnes and Noble
Beyond the Page
Total

Amazon

Baker and Taylor
Penworthy

The Dot Central
Total

Rivistas

Total

Amazon

Demco Software
TBS

Verizon -Hotspots
CDW - Adobe
Total

Amazon
Minuteman Press
UPS Store

Pig

Total

Blackstone Publishing

Midwest Tape
Amazon
Findaway
Total

Amazon

Midwest Tape
Debbie Howard
Greta Productions
Total

Amazon

Uline

SCLS

Ace Hardware
Pig

Demco
Chromalabel
CDW-G

Total

5/

0.00
219.90
0.00
0.00
87.49

307.39

0.00

131.65
3,788.90
0.00
0.00

3,920.55

377.55
3,151.57
0.00
0.00

3,529.12

0.00

0.00

138.89
0.00
0.00

200.09
0.00

338.98

647.22
29.89
0.00
0.00

677.11

337.38
99.53
0.00
0.00

436.91

459.44
132.68
0.00
0.00

592.12

112.91
365.92
411.17
0.00
36.26
412.44
55.80
285.10

1,679.60




100-551400-392 Public relations

100-551401-210 Building serices

100-551401-350 Repairs/Maintenance

220 fund

430-55140-810 Equipment replacement capital

Total

Minuteman Press
Thysse

Total

Graber Manufacturing
Curb Appeal Madison
Pechmann Memorials
Amazon

Total

Nassco

Kraemer Air Filter Corp
Menards

Ace Hardware

Amazon

Schilling Supply Company
Capital Coffee
Walgreens

Waunakee Rental
Division Street Mart
Total

Out of print

Waunakee Chamber of Commerce
Cathy Sheffield

Total

SCLS
Total

Month Total

0.00

0.00
1,472.00

1,472.00

1,88%.00
603.50
138.00

0.00

2,630.50

0.00
0.00
132.20
46.95
191.96
350.21
269.40
0.00
0.00
10.12

1,000.84

0.00
0.00
100.00

100.00

3,485.16

3,485.16

21,342.55
















220-11110
220-11801

220-34300

ASSETS

COMMINGLED CASH
CASH ON HAND

TOTAL ASSETS

LIABILITIES AND EQUITY

FUND EQUITY

FUND BALANCE

BEGINNING FUND BALANCE
REVENUE OVER EXPENDITURES - YTD

TOTAL FUND EQUITY

TOTAL LIABILITIES AND EQUITY

VILLAGE OF WAUNAKEE
BALANCE SHEET

JULY 31, 2021

LIBRARY SPECIAL REVENUE FUND

60,773.71

59,234,995
457.49

60,773.71
1,081.27)

59,692.44

59,692.44

59,692.44

(
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weekly Family Yoga class, which was also a lot of fun. Angie continued her series of Beat the
Heat programs that included making mini ice cream sandwiches and water games. This has
been so fun for everyone that she plans to offer it next summer as well. The highlight of the
month was being able to return to the elementary schools after more than a year and a half. |
partnered with the Reading Express classes to be able to have these students complete the
Summer Reading Program during summer school. In their final week, | visited everyone in their
classrooms to congratulate them on a job well done and bring them their prizes.

Adult Services Report by Courtney Cosgriff

In July, | hosted my Ales and Tales book club and 8 programs. | finished my promo materials for
All Around Town and will distribute them later this month. | met with Pheasant Branch
Conservancy to discuss the possibility of future nature programs and the possibility of making
some sort of “hiking packs” available. I've showed numerous people Community Hall and have
taken quite a few reservations and fielded many questions. | am continuing to work with WNC
and the Building Connections team to come up with a years” worth of diverse programming.
Elizabeth and | have started up the digitization project again with her scanning and myself doing
the metadata for now. | am also working on Fall programming with the likelihood that we will
return to Zoom as well.


















Community Engagement Librarian
Position Description

Typical Responsibilities of Position

Under the general supervision of the Library Director and day-to-day supervision of the
Circulation Manager, this staff member is responsible for helping to oversee the Library’s day-
to-day access services activities, including circulation, technical services, digital collections
access, and library technology management; provides patron assistance in locating library
materials and accessing library digital and print collections; and answers reference questions in
person, by phone, or through email. This position requires acting as building supervisor as
needed.

Supervision Received and Exercised

Receives general supervision from the Library Director. Supervised directly by the Circulation
Manager. Provides direct supervision of Library Pages/Shelvers. Performs general supervision
as “person in charge” at various times.

Minimum Qualifications

e Master of Library or Information Science from an American Library Association
accredited institution.

e 2 years of public library experience required.

o Keyboarding and general office experience required.

e Library technology management experience preferred.

Additional Desirable Qualifications

e Bilingual in Spanish and English.

Duties and Responsibilities

e Under the supervision of the Circulation Manager, oversees day-to-day workflow of
circulation activities, such as checkout and check-in of items, picklist, delivery handling,
OLLs, and supervision of Pages/Shelvers.

e Oversees day-to-day operation of library technology including Koha, staff and patron
PCs, self-check machines, printers, copiers, etc. Works directly with South Central
Library System staff to troubleshoot issues with equipment or software.

o Participates in collection development, as directed. Coordinates ordering and
management of print and online periodicals collections.

e Coordinates library’s Local History files and online local history database.

e Manages library’s website, under the direction of the Library Director.

e Works with vendors and SCLS to ensure quality online resources are offered via the
library’s website.
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Coordinates History Hall displays with library’s curator.

Coordinates homebound delivery service of library materials.

Provides technical support for organizations using library meeting areas.

Provides direct reader’s advisory, reference, and other patron assistance services in the
library and at outreach locations.

Assists patrons with library technology and software.

Confers with other community groups in an advisory capacity.

Conducts library tours.

Advises the Library Director and Circulation Manager in regard to policies and
procedures in area of responsibility, writes reports and recommendations, and
implements decisions.

Orders necessary equipment and supplies for public and technical services use.
Assists in developing the Spanish-language and world language collections, evaluates
and selects materials for purchase, and maintains the collection through weeding.
Assists in library technology planning, implementation, and management.

Assists in maintaining accuracy of the public catalog and website.

Supervises and trains library support staff, writes instructions and trains staff on changes
in procedures within area of responsibility.

Carries out library policies and procedures.

Compiles statistical information on areas of service.

Serves on professional and library system committees as assigned by the Director.
Acts as "person-in-charge" in the absence of the department managers.

Performs light housekeeping.

Performs all other duties as assigned.

Knowledge and Abilities

Ability to plan, organize, train, supervise, coach, and evaluate the work of library
employees.

Ability to direct the work of team members.

Ability to effectively present information and respond to questions from patrons.
Ability to gather statistics, analyze information, and write professional reports.

Ability to think creatively and make thoughtful decisions using policies and procedures
as guides to solve unique problems within library operations.

Ability to identify areas for improved service and recommend changes by identifying
problems and opportunities, reviewing possible alternative courses of action, and
utilizing information and resources for decision-making purposes.

Ability to give input into decisions and support decisions once made.

Ability to perform and supervise the classification of materials, reference work, and
materials selection.

Ability to maintain confidentiality of library patron information.

Ability to use computer software and manage computer technology.

Ability to work independently, organize and prioritize work, respond to varied/changing
work demands, and make decisions as required.
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Ability to work in teams and take direction from peers and superiors, and consider,
assimilate, and utilize input from others.

Possesses advanced knowledge of library marketing tools, particularly online and digital
marketing.

Ability to maintain a regular work schedule.

Ability to travel to meetings outside the library.

Possess outstanding interpersonal skills to maintain and foster cooperative and
courteous working relationship with the public, peers, supervisors, and subordinates.
Willingness to maintain skills in the above-mentioned areas through active participation
in appropriate continuing education activities.

Ability to use professional English grammar and spelling, verbal and written
communication skills, and age-appropriate language with various audiences.

Mental Requirements

Ability to apply technical knowledge.

Ability to grasp abstract and concrete concepts.

Ability to comprehend and follow detailed instructions.

Ability to discern when to ask for help or call the Library Director.

Ability to maintain the mental capacity for concentrating for extended periods of time.
Ability to communicate ideas and information effectively in both written and verbal form.
Ability to calculate basic arithmetic problems without the aid of a calculator.

Ability to read, understand, and retain information contained in staff communications
such as emails, the staff blog, and the library's private Facebook group.

Ability to learn and implement secure email practices.

Ability to set priorities in order to meet assignment deadlines.

Ability to approach problems/opportunities logically and to apply personal knowledge
and experience.

Physical Demands of the Position

In compliance with the American Disabilities Act, the Village will provide reasonable
accommodations to qualified individuals with disabilities and encourages both prospective
employees and incumbents to discuss potential accommodations with the employer.

Ability to adjust body position and/or move as needed for tasks including the following:
shelving and retrieving materials; leading customers to collections or other areas of the
library; operating a staff computer; transporting materials or equipment.

Ability to exchange information and converse with customers and coworkers.

Ability to communicate fluently in English.

Ability to detect and understand information on a computer screen and on paper memos
and schedules.

Ability to perform data entry on a computer, laptop, iPad or other electronic device.

Environmental/Working conditions

2.5



e Our mission: The Waunakee Public Library opens doors for curious minds, nurtures
learning, creates opportunities and enriches lives by bringing people and ideas together.

e The library serves a community of about 18,000, with an ongoing goal of promoting
diversity, equity, and inclusion in all areas of staffing and service.

e Inside work environment with some activities outdoors

e Includes regular evening and weekend hours

e Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

The Village of Waunakee is an Equal Opportunity Employer. In compliance with the American
Disabilities Act, the Village will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective employees and incumbents to discuss potential
accommodations with the employer.
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Community Engagement Librarian
Position Description

Typical Responsibilities of Position

Under the general supervision of the Library Director and day-to-day supervision of the Adult
Services & Outreach Manager, this staff member is responsible for the library's engagement
and marketing activities throughout the community; serves as a liaison with community
organizations; provides patron assistance in locating library materials and accessing library
digital and print collections; helps plan, publicize, and carry out programs, events, and outreach
for children, teens, and adults; explains library services, policies, and procedures; and answers
reference questions in person, by phone, or through email. This position requires acting as
building supervisor as needed.

Supervision Received and Exercised

Receives general supervision from the Library Director. Supervised directly by Adult Services
Manager. Performs general supervision as “person in charge” at various times.

Minimum Qualifications

e Master of Library Science from an American Library Association accredited institution.

e 3 years of public library experience required.

e Keyboarding and general office experience required.

e Knowledge of social media management, general web design experience, and online
marketing preferred.

e Library programming planning and implementation experience desired.

Additional Desirable Qualifications

e Bilingual in Spanish and English.

Duties and Responsibilities

e Works with Library management, programming staff, and other library staff to
disseminate the activities and programs of the Library to the Waunakee-area community.

e Promotes library services through various types of publicity content, including web and
on social media platforms.

e Coordinates library’s social media presence across all platforms.

e Acts as the public information coordinator for the library, writing press releases, and
working with local media to successfully communicate library initiatives to the public.

e Asdirected, plans, organizes, and conducts events for children, teens, and adults and
promotes library services to those groups.

e Provides reader’s advisory, reference, and other patron assistance services in the library
and at outreach locations.
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Serves as a principal contact for community groups interested in outreach services.

Coordinates with library managers to provide appropriate staffing for outreach events as
needed.

Serves as library’s liaison to Waunakee Neighborhood Connection.

Confers with other community groups in an advisory capacity.

Conducts library tours.

Regularly engages and surveys the community to find service area needs that the library
could potentially expand services to fill.

Performs other outreach activities for library patrons, schools, and community
organizations both in the library and at locations throughout the community.

Advises the Library Director and Adult Services Manager in regard to policies and
procedures in area of responsibility, writes reports and recommendations, and
implements decisions.

Participates in collection development, as directed.

Assists in developing the Spanish-language and world language collections, evaluates
and selects materials for purchase, and maintains the collection through weeding.
Assists in library technology planning, implementation, and management.

Assists in maintaining accuracy of the public catalog and website.

Supervises and trains library support staff, writes instructions and trains staff on changes
in procedures within area of responsibility.

Carries out library policies and procedures.

Compiles statistical information on area of service.

Serves on professional and library system committees as assigned by the Director.
Acts as "person-in-charge” in the absence of the department managers.

Performs light housekeeping.

Performs all other duties as assigned.

Knowledge and Abilities

Ability to plan, organize, train, supervise, coach, and evaluate the work of library
employees.

Ability to direct the work of team members.

Ability to effectively present information and respond to questions from patrons.
Ability to gather statistics, analyze information, and write professional reports.
Ability to think creatively and make thoughtful decisions using policies and procedures
as guides to solve unique problems within library operations.

Ability to identify areas for improved service and recommend changes by identifying
problems and opportunities, reviewing possible alternative courses of action, and
utilizing information and resources for decision-making purposes.

Ability to give input into decisions and support decisions once made.

Ability to perform and supervise the classification of materials, reference work, and
materials selection.

Ability to plan, organize, and carry out programs for youth.

Ability to maintain confidentiality of library patron information.

Ability to use computer software and manage computer technology.
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2021-22 Rental Fee Table — Waunakee Public Library
(Proposed)

Monday- 6 PM Friday 6 PM Friday — Sunday
(4 Hour Time Limit) (6 Hour Time Limit)
Community Hall $125.00 $350.00
> 50 people
Community Hall $50.00 $125.00
< 50 people
Board Room $25.00* $25.00*
(available when library
is open to the public)

*All fees waived for not-for-profit 501(c)(3) organizations that provide tax-exempt certificates to the
Library.

Additional Hours in Community Hall: $50.00 per hour (Monday through 6 PM Friday)
$100.00 per hour (Friday evening through Sunday)

Alcohol-service fee for events in Community Hall: $50 for events with fewer than 50 attendees
or $100.00 for events with 50 or more attendees

All fees waived for meetings involving library-related organizations and meetings of local, state, and
federal governmental agencies.

Erick’s Goals for Community Hall Usage for Board Discussion

1. Provide space for larger library programming, especially programming requiring AV services.

2. Provide space for Village of Waunakee and other local, regional, and state governmental meetings

and functions, including municipal elections.

3. Provide meeting and gathering space for local and regional organizations, businesses, service clubs,
and groups.

5. Provide community space for local social and recreational gatherings.

6. Bring people into the Library that would otherwise not come in for traditional library services.

7. Provide revenue to the Library that would partially offset the operation of the spaces and cover the
loss of overdue fine revenue.
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Youth Services Manager/ Assistant Director (Brittany Gitzlaff):

Amends Brittany’s position from S1 to $4 to give her additional managerial duties as Assistant
Director, in addition to her role as Youth Services Manager.

Brittany served as Interim Director in 2016 and serves as de facto person in charge in Library
Director’s absence.

Formally creates line of responsibility in library director’s absence or vacancy.

Expands Brittany’s role as a “face” of the Library in the community, and broadens her role
interacting with Village staff and departments.

Circulation Manager (Emily Harkins):

Emily received her Master of Library Science (MLS) degree from UW in December 2021. She has
served as head of circulation services since 2017, as a Library Assistant IV (H8). She has been
with the library since 2008.

With her degree, she meets the requirements of the Circulation Manager position (S1). The new
position would more fairly compensate her for her stellar work for us.

Community Engagement Librarian (Amy Sampson):

A brand-new position, at H9 on the wage scale, to be filled by Amy Sampson (currently a part-
time library Assistant Il (H5)).

Amy has been with the Library since 2016, and received her MLS in 2020. This new position will
retain a talented new professional.

The new position will focus on expanding community outreach, serving as a liaison to
community organizations such as WNC, coordinating library marketing and online engagement,
and expanding the number of programs for adults and teens, and would support the marketing
of 400+ youth programs.

Assist with booking and support of public meeting room space for community groups at the
library.

Serves as a professional person-in-charge on nights and weekends.

Expands Amy’s role providing top-notch customer service to our patrons.

An expanded role for Amy would increase the number of professional librarians at WPL to 6, up
from 4 in 2017.

These budgetary changes allow us to expand the roles of three talented current staff members, allow us
to expand our community engagement and public programming, and, ultimately better position us to fill
our role serving Waunakee as it continues to grow.



Comparable Community Review of Library Staffing and Activity

2019 Data from DPI except where noted

T

Municipality | Municipal Total Professional | Total | Number | Number

Population Service Librarians Staff of of public
Population FTE FTE programs visits
(all ages)
Waunakee 13,855 18,820 5.0 (2020) 15.6 558 181,882
(2020)

Verona 12,442 18,777 8.5 23 1,187 236,499

DeForest 10,347 18,350 8.0 13.5 987 125,725

Fitchburg 29,177 31,621 8.0 19.5 607 214,292

Middleton 20,713 31,109 10.75 25 1,065 359,482

Oregon 10,170 16,430 5.75 13 528 118,281

Sun Prairie 34,926 46,765 13 25 716 225,660
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Village of Waunakee
Zero Based Budgeting - Summary
2022 Budget

Library
Expenditures
Wages
Fringes
Other
Subtotal

Revenues
COUNTY LIBRARY AID  100-43740020
GRANTS/DONATIONS  100-48540070

Subtotal
Net cost of service
Share of general revenues
Tax Levy needs
Library Building
Expenditures
Wages
Fringes
Other
Subtotal
Revenues
Subtotal

Net cost of service
Share of general revenues

Tax Levy needs

2022 2021
Budget Budget Variance
- -8 -
251,744 236,466 15,278
251,744 236,466 15,278
213,072 212,683
11,500
224,572 212,683
27,172 23,783
27,172 23,783
2022 2021
Budget Budget Variance
. - -
91,000 103,198 (12,198)
91,000 103,198 (12,198)
91,000 103,198
91,000 103,198
224,572 212,683
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