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AU Libraries – Team Leader & Supervisor Roles DRAFT 

 Team Leader Supervisor 

Core Duties 

 Provide day-to-day operational guidance of the team 
member’s work within the scope of the team. This 
includes the employee’s routine daily duties and 
workflows and additional special team projects. 

 Communicate and collaborate with any other team 
leader(s) about cross-team topics related to the 
employee and the planning of special projects that 
may impact how the employee balances their time 
between teams. 

 Communicate the strategic direction of the libraries 
to the team members and support library 
institutional initiatives within the work of the teams. 

 Communicate and reinforce relevant library or 
University policies. 

 Coach and mentor employees. 

 Approve timesheet. 

 Approve time off requests.  May request that the 
team member consult with any other team leader(s) 
prior to making the formal request. 

 Maintain appropriate work records related to the 
employee.  

 Be the team leader of one of the employee’s Teams. 

 Communicate and reinforce relevant library or 
University policies. 

 Coach and mentor employees. 

Training 

 Train new employees in team-related duties.  Coordinate onboarding and orientation for new hires. 
Ensure new hires receive all necessary University and 
library training. Communicate with any other team 
leader(s) on timing and scheduling of team-related 
training. 

Job 
Description 

 Contribute team-related job description language to 
the job descriptions for new team hires.   

 Identify and suggest revisions to the job description 
for team-related duties. 

 

 Primary responsible party for the revising and 
updating of the job description [in collaboration with 
library administration and any other team leader(s)]. 

 

Performance 
& Workload 

 Communicate with supervisor regarding relevant 
performance or workload issues. 

 Communicate with any other team leader(s) 
regarding issues related to the employee’s 
performance, workload and other personnel matters 
directly related to their work on the team or any 
issue if it directly relates to the employee’s ability to 
perform their job duties.   
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Annual 
Reviews 

 Contribute to the annual review of the employee.  Complete the employee’s annual review with input 
from any other team leader(s). 

 
  

Professional 
Development 

 Suggest and support training and professional 
development for the employee. 

 Support and advocate for additional training and 
professional development on behalf of the employee. 

Advocacy  

 Advocate on behalf of the employee to library 
administration on labor related issues such as 
workload, pay, and grievances. Support library 
administration and supervisor in advocating to HR or 
campus administration on behalf of the employee. 

 Advocate to HR, library, and campus administration 
for the employee on labor-related issues such as 
workload, pay, and grievances. 

 

 

 


