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The Westfield Memorial Library is a busy, community hub in Westfield, NJ, employing
approximately 45 full-time and regular part-time employees, and providing public services 7
days a week. An opportunity currently exists in the Administration Department for the full-time
position of Office Manager. Responsibilities include administrative, clerical, and bookkeeping
duties. The Office Manager is a confidential employee. Applicants who meet the requirements
below are encouraged to apply.

Title: Office Manager

Issue Date: September 30, 2026

Compensation: Starting salary range of $60,000 to $70,000, based on experience.
Location: Westfield Memorial Library, Administration Department

JOB DESCRIPTION:

The Westfield Memorial Library is seeking an energetic, responsive, and detail-oriented
individual to oversee the library’s daily business operations and administrative tasks, ensuring
the library’s administration department runs smoothly and efficiently. Under the supervision of
the Associate Director, the Office Manager performs a variety of administrative, clerical, and
bookkeeping duties to ensure that the financial, personnel, and other records of the library are
current and accurate. Additionally, the Office Manager maintains records of cash disbursements,
purchase orders, supplies, materials, income received, and accounts payable.

A county leader in public library service, Westfield Memorial Library has a reputation for
providing high quality materials, programming, and information services to Westfield’s 32,000+
residents. Recent accomplishments include the installation of (7) private study rooms on the
library’s 2nd floor, construction of a new state-of-the-art public makerspace, and procurement of



a fully electric (EV) bookmobile and outreach vehicle expected to finish production in early 2027.
The library is currently working on a new strategic plan to guide the library’s future direction.

Westfield is a community of readers, boasting 350,000+ materials borrowed, 112,000+ visitors,
and 37,000+ event attendees in 2025. Westfield is frequently listed as one of the best places to
live in New Jersey, including a 2026 report from Niche, which gave Westfield an A+.

Noted for its beautiful downtown, lovely and diverse housing, excellent school system, and
varied commuting options to New York City, Westfield offers its residents the best of friendly
small-town living influenced by the sophistication of New York City. Westfield’s historic
downtown is a mix of locally owned specialty stores and well-known national retailers.
Downtown is the scene for popular year-round events, attracting visitors of all ages.

SUPERVISION PROVIDED: Directs the work of the Office Assistant.
SUPERVISION RECEIVED: Reports to the Associate Director.
RESPONSIBILITIES:

Finance and Bookkeeping

e Balances all accounts monthly; prepares balance sheets and reports of revenues and
expenditures for Library Administration and Board of Trustees.

e Maintains current records of library budget. Communicate and collaborate with the Town
of Westfield Finance Department, including the Chief Financial Officer on a regular basis
to ensure accuracy and consistency of financial records.

e |ssues purchase orders, maintains records relating to purchases and verifies information
regarding purchases received and payments made.

Counts, distribute and record all receipts.
Deposits receipts and verifies accuracy of bank statements.

Personnel and Human Resources
e Manages time and attendance for library employees using relevant electronic platforms.
e Maintains and regularly updates physical and digital employment records.
e Serves as liaison between library and Town of Westfield Payroll and Benefits Manager.
e Updates staff website with information relevant to pay and benefits.

Office Administration and Business Operations
e Attends monthly meetings of the Board of Trustees. Takes and transcribes minutes of
these meetings, in absence of the Office Assistant.
e Prepares statistical reports, including annual State Aid Statistics Report, for Library
Administration.
e Coordinates the requests for supplies and orders supplies and equipment after approval
by the Associate Director.



e Partners with library leadership on strategic initiatives, operational improvements, and
special projects.

Coordinates placing of service calls for copiers and other equipment.

Determines and implements appropriate filing, bookkeeping and recordkeeping systems.
Ensures compliance with library policies, procedures, and administrative best practices.
Supervises and delegates work to Office Assistant, as appropriate.

Performs other duties as required.

SUCCESSFUL CANDIDATE WILL.:

e Utilize effective time management techniques to keep the library’s business office
running smoothly and efficiently.
Identify opportunities to innovate and streamline administrative processes.
Demonstrate strong communication, recordkeeping, and interpersonal skills, and
financial acumen.
Develop collegial and productive relationships with all library and Town employees.
Identify and participate in relevant workshops and continuing education opportunities.

REQUIREMENTS:
e Minimum of 3 years experience in an office environment required. Experience as an
administrative assistant, office assistant, or similar role preferred.
High school diploma required. Bachelor’s degree preferred.
Strong sense of accountability, and ability to proactively identify and resolve challenges.
Excellent communication, problem-solving, and relationship management skills.
Proficiency with standard office software such as Microsoft Office and Google
Workspace required.
e Proficiency with human resources, financial accounting, and other records management
software preferred.
e Must be flexible, able to handle multiple competing priorities and tasks, adaptable to
change, and able to work effectively in a fast-paced, high-volume environment.
Ability to bend, reach, sit and stand as needed.
Ability to perform intermittent sitting, standing, and walking; occasional bending,
reaching, and stooping; lifting and carrying items weighing up to 35 Ibs.; pushing or
pulling objects weighing up to 100 Ibs; distinguishing sounds at various frequencies and
volumes; distance vision sufficient to distinguish people or objects under a variety of light
conditions; vision sufficient to view computer screens and spine labels under a variety of
light conditions.
e Ability to attend monthly Board meetings.

SCHEDULE:

This is a full-time position with a 35-hour work week, typically Monday through Friday 8:00am to
4:00pm. Daily shift is 8 hours with a 1-hour lunch break. Work schedule is subject to change
according to the needs of the library. Board meetings are typically held on the 4th Wednesday of
the month at 7:30pm.



COMPENSATION AND BENEFITS:
e Minimum starting salary range is $60,000 to $70,000, based on experience.
e Benefits include paid holidays, paid vacation, paid sick leave, excellent health benefits,
enrollment in the PERS pension system, and support for continuing education
opportunities.

NOTICES:
e Equal Opportunity Employer.
e Employees must comply with the "New Jersey First Act".

TO APPLY:

Interested applicants should submit a cover letter and resume to amcginley@wminj.org. Review
of applications will begin immediately.



