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I. INTRODUCTION 
 
The Chief of the Humanities and Social Sciences Division (HSS) serves as the Library’s 
primary expert in the provision of reference services related to the humanities and social 
sciences.  The Chief receives general policy guidance from the Director, Collections and 
Services (CS), but has primary managerial and professional responsibility for the growth and 
direction of public and scholarly research and reference services in the general collections, to 
include electronic as well as on-site service.  The Chief is responsible for management of 
three reading rooms: Main, Local History and Genealogy, and Microform and Machine 
Readable Collections., In addition, HSS has custodial responsibility for significant 
microform materials as well as the machine readable tangible collections.  The Chief plays a 
key role in establishing a positive image for the Library, its general collections and services, 
and its role in the mission of the National Library. 

 
II. MAJOR DUTIES AND RESPONSIBILITIES 

 
Management and Oversight      25% 
 
Exercises overall responsibility, as well as delegated authority, for oversight and 
administration of broad, emerging, and/or critical Library of Congress programs or 
operations.  Responsible for directing and managing the Humanities and Social Sciences 
Division to efficiently accomplish specified goals and objectives outlined in the Library’s 
strategic plan.  Evaluates current and proposed programs and operations and takes actions to 
initiate, modify, or cancel projects in accord with the service unit’s performance budget. 
 
As Chief, administers the Division’s reference, processing, managerial and administrative 
staff to accomplish program goals and objectives; directs the Division’s annual budget 
process and manages budget execution, for appropriated, gift and trust funds; and represents 
the Division at professional and management meetings.  Plans the annual program and 
activities within the Library Service budget, and establishes short and long range goals and 
objectives.  Determines research and collection development projects for staff, ensuring 
analog and digital collections are relevant to researcher needs and they are served in a timely 
and efficient manner.  Coordinates the Division’s security, preservation, and collection and 
space management programs. Determines digitization project priorities through consultation 
with other Library managers. Develops and recommends policy encompassing the use of 
materials in the Division’s custody, and the provision of reference and research service to 
meet the needs of scholars, publishers, and other research communities.  
 



Coordinates with subordinate supervisors to plan budgets, programs, policies and procedures 
for the Division. Serves as the Division’s chief management official, supervising in all areas 
cited above. 
 
Directs and encourages growth and maintenance of the Division’s collections and facilitates 
and increases their use and access nationally and internationally.  Serves as a senior 
information specialist in one or more of the subject areas of the Humanities and Social 
Sciences Division, with responsibility for establishing and developing collections and 
services under the purview of the Division, including the appraising external collections for 
possible acquisition; soliciting donations from private collectors and creators with 
historically important materials which would enhance Library’s collections; and the 
conversion of materials on deposit to gifts.  
 
As the Division’s principal recommending officer, supervises recommendations for 
acquisition by staff specialists and makes recommendations in special fields of personal 
competence.  Recommends monographs, serials, and electronic databases in one or more 
areas of interest to HSS for inclusion in the Library’s General Collections. 
 
Coordinates with other government agency officials and institutions interested in 
collaborative projects and interagency agreements.  
 
Ensures collections security, in collaboration with appropriate management and staff in the 
Division and officials throughout the Library.  
 
Human Resources Management      25% 
 
Performs the full range of human resource management functions related to supervised staff.  
Sets and clearly communicates performance expectations for staff and oversees performance 
management principles in accord with Library regulations, procedures and collective 
bargaining agreements.  Provides informal feedback and periodically assesses staff on 
organizational performance. Resolves informal complaints and grievances and takes 
necessary personnel actions.  Provides advice and counsel to staff and subordinate managers 
on work and policy matters.  Effects disciplinary measures in the Division, including 
initiating and approving or disproving adverse actions, and may serve as a higher-level 
authority for reviewing adverse actions outside the Division.  Reviews and approves or 
disapproves leave requests.  Ensures all Division staff are trained and fully compliant with 
Library’s safety and security regulations.   
 
Promotes the spirit and practice of diversity and Equal Employment Opportunity programs of 
the Library, ensuring commitment to equal opportunity without regard to race, color, 
religion, sex, and national origin is furthered in all aspects of Human Resources management.  
 
Policy Development         20% 
 
Develops, conceives, plans, and implements policies and guidelines impacting a wide range 
of emerging, and/or critical agency programs.  Interprets new legislation and/or Library 
strategic goals into program goals, actions, and policies, interpreting the affect of new 
legislative or strategic planning requirements on Library programs.  Recognized as a Library 
authority in planning and developing new policies and program objectives with a broad or 



long-range impact on the Library, as well as the subject fields under the purview of the 
Humanities and Social Sciences Division.   
 
Develops and recommends policy related to the acquisition of important collections, ensuring 
the Library’s collections are adequate and responsive to the needs of researchers and befitting 
the national library and its mission to collect and preserve the record of America’s creativity 
and the world’s knowledge.   
 
Develops and recommends policy on research center service and collection security.  
 
Liaison and Public Contact           20% 
 
Establishes and maintains effective working relationships with various high-level managers 
and officials, including Members of Congress and their staff, other legislative and executive 
agencies, members of the Madison Council and other executives of major corporations, and 
distinguished members of the public including scholars, to advance the mission of the 
Humanities and Social Sciences Division and the mission of the Library of Congress, 
furthering its strategic goals. Establishes and maintains close and cooperative working 
relationships with Library of Congress officials and Service Unit management, other 
government agencies, and academic and cultural institutions with related interests in the 
subject areas of the Division.  
 
Communicates with service units and directorate management teams on the status of various 
work activities, programs and projects.  Reports regularly on the effectiveness of all intra-
division activities and collaborative projects and programs.  
 
Actively participates on boards and committees representing the Division and the Library of 
Congress in matters extending well beyond the assigned program responsibility.  As principal 
representative and consultant for the Library at interagency, national and international 
meetings dealing with the Division’s subject areas of expertise.   Participates in national and 
international professional organizations active in cultural, educational and scientific work in 
areas related to and supported by the Division’s collections. Leads and guides groups 
engaged in identifying, analyzing, and delineating factors impacting Library collections and 
providing library services within the framework of the Library’s mission and strategic goals. 
Serves as an expert and goodwill ambassador for the Division’s collections and facilitates 
and increases their use on a national and international basis.   
 
Serves as a noted expert and the Division’s chief recommending officer, actively 
representing the Library in meetings and activities with donors, prominent collectors, 
creators and experts in the field to foster relationships with those collectors, donors and 
creators with historically or culturally important materials which would enhance the 
Division’s collections and further the Library’s mission.   
 
May serve as Acting Director for Collections and Services.  
 
Advice and Guidance       10% 
 
As primary agency advisor on collections, services, programs and events of the Humanities 
and Social Sciences Division, counsels senior management staff and officials at multiple 



levels of the Library of Congress, including senior staff of Library Services and the 
Collections and Services Directorate on administrative matters.  Advises senior managers on 
the appropriate methods and techniques to achieve program goals and objectives.  Serves on 
inter-agency, national, and/or international special work groups, task forces, or expert panels 
on special projects or studies essential to the resolution of far-reaching operating issues and 
problems.  
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