
 
Reed City Area District Board Meeting Agenda 
Tuesday, February 7th, 2023 at 6:00pm  

829 S. Chestnut Street |Reed City, MI | 49677 

 

 
 

1. Call to Order and Attendance 

2. Approval of Agenda 

3. Approval of Consent Agenda 

A. Prior meeting(s) minutes:  

a. Regular Meeting: January 3rd, 2023 

b. Special Meeting: January 17th, 2023 

c. Special Meeting: January 21st, 2023 

B. Approval of Bills and Financial Statements  

a. Expense Report for previous month’s expenses 

i. January 2023 

b. Financial Statements  

i. We are awaiting Nov. and Dec. 2022 statements at this time 

4. Citizen’s request and/or comments 

5. Board President Comments 

6. Standing Committee Reports 

A. Budget and Finance Committee 

B. Digital Sign Committee  

C. Building Committee 

D. Strategic Plan Committee 

E. Millage Committee 

F. HR Committee 

7. Director’s Report  

8. Ongoing Business 

a. Floor – completed 2/03 & 2/04 

9. New Business 

A. Millage Date 

B. Millage: Renew or Increase 

C. J. Thorson Resignation 

a. Exit Interview 



The next Library Board Meeting is scheduled for March 7th, 2023 at 6:00pm 
in the Reed City Area District Library Community Room. 

 

b. Job Description: Assistant Director 

10. Board Dynamics 

11. Adjournment   

















Notes from First Meeting with Shirley Buursema 1/21/23 | Lyndsey Eccles-Burchett, Board President 
 
Shirley is the “Millage Queen” and has only ever lost 2. This is how she is successful: 

• Decide for sure: 
o Aug. 4th, 2024 election (primaries) or Nov.? (she recommends Aug.) 
o Keep same millage or increase? (she recommends keeping same) 

• Millage Committee is the “YES Committee” 
o Start meeting regularly in Jan 2024, hold intro meeting in Aug. 2023 
o 6 members on Yes Committee Board 
o Meetings open to public, not held at the library 
o Board members can be on Yes Committee but can’t be Chair (can serve as Treasurer) 

▪ Library Director attends all Yes Committee meetings as public member 
o Fundraising/ Get donations/commitments from area businesses/families 

• Yes Committee to-do by Feb. 2024: 
o Yes Committee will need own checking account with Treasurer (all materials from Yes 

Committee must list treasurer’s name and address) 
o Register with the county 

• Sell the library 
o Meet with municipalities we service (start fall 2023) 
o Address the school board 
o Push that there’s no increase to taxes 
o 2 Farmer’s market tables (Yes Committee and Library) 
o Mailings to service area (trifolds/post cards) 

▪ In July 2024 using service info and data 
▪ Also good idea to send others before (trifolds) 
▪ Targeted mailing to absentee ballot holders in June 2024 (can get list of 

names/addresses from county) 
o Street signs of local businesses/ church marquees advertise for library millage 
o Yard signs 
o Social Media ads/ board/ committee promotions 
o Send info with kids at end of school year with SRP flyers 
o Hit up home-schoolers for support and advocacy 
o Library should hand out bookmarks to each patron advocating for their support of the 

library during the election 

• Keep in mind: 
o Library staff/board/materials cannot say “Vote Yes!” but can say “Support Your Library!” 

▪ Yes Committee can say “Vote Yes!” 
o ~$9,000 to hold own election (recommends joining primaries) 
o State Aid has increased and should continue to 
o Will need to get ballot language written up by an attorney (library’s expense, due May 

14, 2024) 
o Library millage will be last thing on ballot—encourage everyone to look for it 
o Library needs to budget for millage expenses in 2024/earmark portion of fund balance 





















2/7/2023 

 

 

Name: Jennifer Thorson             Job Title: Assistant Director 

Date of Exit Interview: February 6th, 2023 Last Day of Employment: February 17th, 2023 

 

Exit Interview Questionnaire  
1. What prompted you to start looking for another job?  

Basically, the lack of advancement; feeling unsupported from the board; the benefits 

the position offers could no longer support my family. 

2. Is there anything that would have changed your mind about resigning from this 

position? Under what circumstances, if any, would you consider returning to RCADL? 

Nothing would change my mind; the board needs to consider offering benefits of any 

kind, like health, vision, or dental insurance. 

3. Do you think management/Board adequately recognized your contributions? If not, 

how do you think recognition could be improved? 

Management is great; the board is an issue here. Too many board members trying to go 

in different directions and creating unnecessary research and projects leading to 

significant time wasted searching for quotes or individual requests that end up going no 

where – it becomes busy work that gets thrown away, because the research results, 

quotes, or answers were not necessarily up to someone’s expectations or someone did 

not like the response that came from said busy work. With the current board climate 

there is not a great way for recognition to be improved. 

4. Were there any RCADL policies you found difficult to comply with, implement, or 

enforce? If so, how can the firm make them clearer? 

No issues with RCADL policies – policies are what they are. Our community room policy 

needs to be revamped but I know the Director is working on it. 

5. Do you feel your job description changed since you were hired? If so, in what ways? 

Previous choice of director left many traditionally director tasks to this role without any 

compensation or job description changes. With Covid, this position has changed 

dramatically to a much more directly supportive role to the director, which works well 

with current management, however the lack of adequate compensation for duties is an 

issue. 

Exit Interview 
To be completed upon receipt of notice of resignation 
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6. Did you feel you had the tools, resources, and working conditions to be successful in 

your role? If not, which areas could be improved, and how? 

Tools and resources yes; Working condition, no. This is due to the fact that we have 
been perpetually short staffed since we moved in this building; there was no future 
thought put into staffing needs, maintenance needs, or funding. Just the continued 
mentality that we are a “poor” organization.  

 
Staff cannot continue to do the work of two to three people and feel valued. This can be 
improved by the Board stepping back and letting the staff do the work they were hired 
to do. And by working as a unified board to locate more funding or create fundraisers 
for more staff or more hours for the staff we currently have. 

 
7. Do you feel you had the necessary training to be successful in your role? If not, how 

could it have been better? 

Short answer: No. At the time I took over at interim director at the beginning of the 

global pandemic, I did not have the support of the Board as my guiding force as to which 

actions should be taken. As it is, there’s no time for training even if it is offered, and I 

feel that due to those conditions, the comment about my level of confidence written on 

my evaluation as Interim Director was unfair.  

8. What was the best part of your job here? 

The patrons and they are truly the only reason I have stayed here this long. 

9. Do you have any suggestions for improving employee morale? 

If the board comes into the building they need to be a patron except on Board meeting 

days or when explicitly acting on the Board’s behalf. Employees feel when a Board 

member ask questions that they are trying to use their status to access information they 

would otherwise not have. Staff feels compelled to answer what could be a concerning 

question due to possible repercussion at the hands of the Board. 

10. Would you recommend working at our RCADL to a friend, and why or why not? 

Possibly. 

11. Is there anything else you’d like to add? 

No. 
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Director’s Response 
First, let me say Jen is an invaluable team member who will never be fully replaced; she is an 

integral part of our team dynamic, an endless well of information, and a driven individual who 

made me feel welcome and ceaselessly supported during our time working together. She will 

truly be missed. 

In regards to her above comments: 

1. Jen had the opportunity to advance but, for varying reasons, was not offered the position.  

This diminished any possible advancement. This coupled with a lack of benefits and a Board 

expecting a lot and only able to offer a little , completely validates her desire to find 

another position outside of this organization. 

 

2. I concur the lack of benefits is a deterrent to Jen returning to this position, as well as 

conflicts with Board expectations, and a general lack of the broad recognition she deserves 

for all she does. 

 

3. I have tried to recognize Jen’s contributions and emphasize her value here, though I am 

limited in what I can do beyond supportive commentary and mention her successes/ 

contributions to the Board. I agree that the complex interactions and often conflicting 

expectations of the Board can undermine the successful contributions, completed projects, 

and general wins of my staff – when tasked with multiple projects at once, only for those 

projects to be dismissed, laid to the side in favor of the ‘new idea’ or, can be disheartening 

to staff morale and makes it appear as though the work done is undervalued. 

 

4. No additional comment. 

 

5. Reviewing Jen’s job description, I do agree with her observations. She has been doing a lot 

of work, particularly from what I learned she was doing under the previous Director(s), was 

well above her paygrade – especially with the most recent former director. We have 

adjusted her role under my tenure as her Director to something more balanced and 

reflective of the role “Assistant Director,” however the position is still more than what was 

previously described. This, I think, also contributed to her feeling inadequately valued in 

this position. 

 

6. Short staffing is an issue that is coupled with complications from Board expectations. There 

are only so many hours in a shift, so many shifts a week. My team generally balances work 

loads and expectations quite well, Jen in particular did well with time management. 

However, she is right. Staff is doing the work of two to three roles at any given moment. 
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7. I understand and recognize Jen’s comments about her challenges with being interim. While 

I was not here during that time, her impact on the management of the library during the 

pandemic was positive.  But again, she is correct, even though training is offered and 

encouraged – I suggest specific trainings for all staff twice a year and encourage 

independent training as able, there simply is not enough time to complete adequate 

training. Perhaps with the success of the upcoming millage and completion of mortgage 

payments, this is something the Board and Director can address in the coming years. . 

 

8. No additional comment. 

 

9. I concur with Jen’s observations that the Board tends to intimidate my staff; this could be  

inadvertently or purposefully, depending on the situation. I think Jen’s sentiment here is 

strong –  having a collaborative, supportive, and positive Board that works cohesively 

towards a common goal and recognizes the staff contributions to the library while tasking 

us with improvements and projects, would go a long way in improving morale. 

 

To add to this, when there is discord among the Board, the staff feels it and it impacts 

morale. I know this has affected Jen in her role as Assistant director. 

 

10. No additional comment. 

 

11. No additional comment.  

 

Acknowledgment and Signatures 
 

Signature: _______________________________________    Date: _______________________ 

 

Director’s Signature: _______________________________     Date: _______________________ 
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Assistant Director (Non-Exempt) 
Job Description 

 
 

 
General Description 

The Assistant Director is responsible for administrative work involving a broad range of public 
library functions and acts as Director in the Director’s absence. The Library Assistant Director 
Job Description will serve as the basis of evaluation for annual performance evaluations. 
 
A valuable employee in our Library would be one who genuinely likes to help people and be a 
willing worker who will take the initiative in making this Library a pleasant experience for each 
patron.  A positive attitude and teamwork are necessary to achieve these goals. 
 

Hours 

This position shall be a part-time hourly position at 30 hours per week.  Some evenings and 
weekends required.  Schedules are completed on a monthly basis. 
 

Compensation 

Wage range shall be $ 2.00 above the minimum wage or as authorized by the Library Board. 
Benefits are negotiable, with exception of Personal Time Off (PTO) to be as designated in the 
Personnel Policy. 
 

Supervision 

The Assistant Director reports directly to the Library Director. 
 

Essential Duties 

• Serves as first line manager for circulation, reader’s advisory, interlibrary loan, reference 
requests, and technical requests of patrons 

• Assists in planning, implementation, facilitation, and evaluation of library services and 
programming including the creation of newsletters, marketing/media, and signage 

• Maintains revenue and expenditure spreadsheets to stay within budget parameters 

• Creates and orders all needed supply lists from various vendors 

• Assists in the preparation of weekly and monthly cash deposits and memos, including a 
monthly credit card transaction register 

• Completes a book, audio-book and DVD order on a monthly basis and within budget 
parameters 

• Compiles monthly statistics for Director’s report for monthly board packet 

• Organizes vendors for building maintenance and repairs 

• Coordinates MeLCat transit and billing issues 

• Assists in grant writing and dissemination of received funds 

• Posts approved board minutes in lobby and emails them to the township clerks 



 

  2/6/2023 
 

 

• May represent the Library at community engagements or events in consultation with 
Library Director 

• In Director’s absence, supervises all staff, interprets policies, and serves as spokesperson 
when communicating library policies and procedures to patrons and staff 

• Assists with a wide range of administrative tasks per Director’s request  

• Other duties as assigned by the Library Director 
 
The above statements are intended to describe the general nature and level of work being 
performed by a person in this position.  The statements should not be interpreted as all duties 
that may be performed. 
 

Required Qualifications 

• High School Diploma or its equivalent required.  Some college or Bachelor’s Degree 
preferred. 

• A candidate must possess a Library of Michigan Level 4 certification or obtain 
certification within the first year of employment (See State Aid to Public Libraries Application 

Process Michigan Department of Education, Library of Michigan Issued October 1, 2011). 
• Experience working in a public library preferred. 

• Valid Michigan Driver’s License. 

• Working knowledge of Microsoft Word and Publisher.  Microsoft Excel experience 
preferred. 

 

Working Conditions 

• Generally, will work within a normal office environment 

• May require some travel for meetings and conferences 

• Work hours are varied, and require some evening and weekend hours 

• Occasional sitting/standing/stooping in one position for extended periods of time 

• Ability to lift and carry twenty pounds and occasionally, fifty pounds 
 
I have read this job description as presented by my supervisor and am able to meet the 
requirements expressed therein. 
 
 
Employee Signature: ________________________________    Date: _____________________ 
 
Supervisor Signature: _______________________________    Date: ______________________ 
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Job Description – Assistant Director (Non-Exempt) 

 

General Description 

The Assistant Director is responsible for administrative work involving a broad range of public 

library functions and acts as Director in the Director’s absence. The Library Assistant Director 

Job Description will serve as the basis of evaluation for annual performance evaluations. 

 

A valuable employee in our Library would be one who genuinely likes to help people and be a 

willing worker who will take the initiative in making this Library a pleasant experience for each 

patron.  A positive attitude and teamwork are necessary to achieve these goals. 

 

Hours 

This position shall be a Part-time hourly position ranging from 20-30 hours weekly, and 

generally 25 hours per week.  Some evenings and weekends required.  Schedules are completed 

on a monthly basis. 

 

Compensation 

Wage range shall be $ 2.00 above the minimum wage or as authorized by the Library Board. 

Benefits are negotiable, with exception of Personal Time Off (PTO) to be as designated in the 

Personnel Policy. 

 

Supervision 

The Assistant Director reports directly to the Library Director. 

 

Essential Duties 

• Serves as first line manager for circulation, reader’s advisory, interlibrary loan, reference 

requests and technical requests of patrons 

• Assists in planning, implementation and evaluation of library services and program 

planning and facilitation 

• Responsible for development and distribution of marketing materials using a variety of 

resources and methods 

• Completes an audio book order on a monthly basis and within budget parameters 

• May represent the Library at community engagements or events in consultation with 

Library Director 

• Assists with regular administrative tasks including preparing and printing timesheets, 

preliminary review of completed timesheets and preparing a weekly cash register deposit  

• In Director’s absence, supervises all staff, interprets policies and serves as spokesperson 

when communicating library policies and procedures to patrons and staff 

• Assists with a wide range of administrative tasks per Director’s request  

• Responsible for processing and cataloging of magazine collection and assist with other 

materials processing 

• Other duties as assigned by the Library Director 
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The above statements are intended to describe the general nature and level of work being 

performed by a person in this position.  The statements should not be interpreted as all duties that 

may be performed. 

 

Required Qualifications 

• High School Diploma or its equivalent required.  Some college or Bachelor’s Degree 

preferred. 

• A candidate must possess a Library of Michigan Level 4 certification or obtain 

certification within the first year of employment (See State Aid to Public Libraries Application 

Process Michigan Department of Education, Library of Michigan Issued October 1, 2011). 

• Valid Michigan Driver’s License. 

• Working knowledge of Microsoft Word and Publisher.  Microsoft Excel experience 

preferred. 

 

Working Conditions 

• Generally, will work within a normal office environment 

• Will require travel for meetings and conferences 

• Work hours are varied, and include some evening and weekend hours 

• Occasional sitting/standing/stooping in one position for extended periods of time 

• Ability to lift and carry twenty pounds and occasionally, fifty pounds 

 

I have read this job description as presented by my supervisor and am able to meet the 

requirements expressed therein. 

 

 

Employee Signature:________________________________     Date:______________________ 

 

Supervisor Signature:________________________________    Date:______________________ 
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Job Description – Assistant Director (Non-Exempt) 

 

General Description 

The Assistant Director is responsible for administrative work involving a broad range of public 

library functions and acts as Director in the Director’s absence. The Library Assistant Director 

Job Description will serve as the basis of evaluation for annual performance evaluations. 

 

A valuable employee in our Library would be one who genuinely likes to help people and be a 

willing worker who will take the initiative in making this Library a pleasant experience for each 

patron.  A positive attitude and teamwork are necessary to achieve these goals. 

 

Hours 

This position shall be a part-time hourly position ranging from 20-30  hours weekly and 

generally 25 hours per week  at 30 per week.  Some evenings and weekends required.  Schedules 

are completed on a monthly basis. 

 

Compensation 

Wage range shall be $ 2.00 above the minimum wage or as authorized by the Library Board. 

Benefits are negotiable, with exception of Personal Time Off (PTO) to be as designated in the 

Personnel Policy. 

 

Supervision 

The Assistant Director reports directly to the Library Director. 

 

Essential Duties 

• Serves as first line manager for circulation, reader’s advisory, interlibrary loan, reference 

requests, and technical requests of patrons 

• Assists in planning, implementation, and evaluation of library services and program 

planning and facilitation, and evaluation of library services and programming including 

the creation of newsletters, marketing/media, and signage 

• Responsible for development and distribution of marketing materials using a variety of 

resources and methods 

• Maintains revenue and expenditure spreadsheets to stay within budget parameters 

• Creates and orders all needed supply lists from various vendors 

• Assists in preparation of weekly and monthly cash deposits and memos, including a 

monthly credit card transaction register 

• Completes an audio book  a book, audio-book, and DVD order on a monthly basis and 

within budget parameters 

• Compiles monthly statistics for Director’s report for monthly board packet 

• Organizes vendors for building maintenance and repairs 

• Coordinates MeLCat transit and billing issues 

• Assists in grant writing and dissemination of received funds 
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• Posts approved board minutes in lobby and emails them to the township clerks 

• May represent the Library at community engagements or events in consultation with 

Library Director 

• Assists with regular administrative tasks including preparing and printing timesheets, 

preliminary review of completed timesheets and preparing a weekly cash register deposit  

• In Director’s absence, supervises all staff, interprets policies, and serves as spokesperson 

when communicating library policies and procedures to patrons and staff 

• Assists with a wide range of administrative tasks per Director’s request  

• Responsible for processing and cataloging of magazine collection and assist with other 

materials processing 

• Other duties as assigned by the Library Director 

 

 

The above statements are intended to describe the general nature and level of work being 

performed by a person in this position.  The statements should not be interpreted as all duties that 

may be performed. 

 

Required Qualifications 

• High School Diploma or its equivalent required.  Some college or Bachelor’s Degree 

preferred. 

• A candidate must possess a Library of Michigan Level 4 certification or obtain 

certification within the first year of employment (See State Aid to Public Libraries Application 

Process Michigan Department of Education, Library of Michigan Issued October 1, 2011). 

• Experience working in a public library preferred 

• Valid Michigan Driver’s License. 

• Working knowledge of Microsoft Word and Publisher.  Microsoft Excel experience 

preferred. 

 

Working Conditions 

• Generally, will work within a normal office environment 

• Will require travel for meetings and conferences 

• Work hours are varied, and include some evening and weekend hours 

• Occasional sitting/standing/stooping in one position for extended periods of time 

• Ability to lift and carry twenty pounds and occasionally, fifty pounds 

 

I have read this job description as presented by my supervisor and am able to meet the 

requirements expressed therein. 

 

 

Employee Signature:________________________________     Date:______________________ 

 

Supervisor Signature:________________________________    Date:______________________ 
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Job Description: Assistant Director 
For consideration:  

Should the changes to the Job Description for Assistant Director be approved? 

✓   Yea or Nay 

 

 

• Job Description for Assistant Director is approved as presented 

 

• Job Description for Assistant Director is approved with changes as discussed 

 

• Job Description for Assistant Director is not approved 

 

 

 

Job Description for Discussion and Vote 
The Board will vote on these items at the February 2023 Meeting 

 



Ad language: Newspaper 

Reed City Area District Library is Hiring! 

ASSISTANT DIRECTOR (30hrs/week). Seeking personable and driven individual to join our team. This 

position assists the Library Director in the management, supervision, and administration of the library to 

provide maximum services to library patrons in accordance with library policy. Must have HS 

diploma/GED, valid driver’s license, excellent communication skills, the ability to use commuters, MS 

Word & Excel, and library software. EOE. Experience in public library preferred. Send letter and resume 

to admin@reedcitylibrary.org or mail to RCADL 829 S. Chestnut, Reed City, MI 49677. 

Ad language: social media/website 

 

mailto:admin@reedcitylibrary.org


 






