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Ramsey Free Public Library
Meeting of the Board of Trustees March 8, 2021
Due to COVID-19 restrictions, the March meeting was held via Zoom. The March meeting was
called to order at 7:32 p.m. by Mrs. Martin with the reading of the public meeting law. Also present
were Mr. Bogaenko, Mayor Dillon, Mrs. FitzPatrick, Mrs. Knauss, Mrs. McCaskey, Mrs. Ohnegian,
Mrs. Thompson, and Mrs. Thorp, Trustees, Councilman Gutwetter, and Director Latham. Mrs.
Rennie was absent. The minutes of the February 8, 2021 meeting were accepted as received on
motion by Mrs. McCaskey, seconded by Mrs. FitzPatrick, and passed.
Correspondence: None
Library Board Members Comments: None
Treasurer’s Report: Mr. Bogaenko had forwarded the February financial reports which were
reviewed. He noted that BCCLS has already been paid in full, $43,662, as have the bills for the
magazines and newspapers. There has not been much budget activity during the two months of
January and February. Upon motion by Mrs. Martin, seconded by Mr. Bogaenko, approval to pay
the February bills was unanimously passed. The treasurer’s report was received and filed for audit.
Director’s Report: Director Latham began his report with a statistical summary of program
attendance and physical item circulation. Program attendance was 1,493 in January and 2,355 in
February. He highlighted the programs which include Mr. Jeff’s live storytimes with 652 views in
three sessions. There were 113 views for one session of Bendy Bookworm, a yoga and storytime
class. The Take-Home Crafts are available twice a month; one hundred craft bags are available
until they run out. Many different staff members are involved in the activity which is organized by
Ms. Suarez. Additionally, 100 “Kindness Bags” were created and distributed. To receive one,
which were available while supplies lasted, a patron had to check out at least two items. A spring
version is being planned which will include additional promotional materials, including a new library
brochure. Fifty-four children participated in the Winter Reading Challenge which offered prizes for
completing certain reading amounts. Ms. Newton has been running popular craft programs, such as
macramé and special Lunar New Year crafts, for teens and adults. She records the sessions which
are put on the library’s YouTube page. Ms. Moya has been offering a monthly book club with an
attendance of eleven in February.
Ms. Burnette and Ms. Suarez are working on the plans for summer reading which will be presented
in a variety of different program formats. They already have events planned and scheduled. They
are also looking into the best ways to create any outdoor, distanced programming, including the
equipment which would be necessary.
Some new video recording equipment, including a DSLR camera for streaming, an above-view
camera for recording crafts, lighting, and other accessories, has been purchased. When in-person
programming does return, there will still be a market for virtual programming. There is a possibility
of beginning a library podcast, video episodes, a TikTok page, or other original content.
The Friends of the Ramsey Library will purchase new sturdy canvas tote bags with their information
and new logo on them; they will be sold at the circulation desk as well as at special events. Each
bag will include the FORL brochure, which has been redesigned. With the assistance of Director

Latham, they are also creating an online donation and membership form as well as an updated and
re-designed page on the library website.
Ramsey Free Public Library
Meeting of the Board of Trustees March 8, 2021
The library received a donation of $493.70 from Christine Ilardi; the gift was matched by Samsung
Electronic North America. A thank you was sent.
Warshauer completed some follow-up maintenance on the generator following the repairs which
were made in January and the generator is now fully operational.
To make it easier to update the outdoor sign, Mardel Electric ran wiring from the Quiet Study Room
to the staff work area in order to connect the outdoor sign to a staff computer in the back office.
Director Latham has spoken with several architectural firms (Arcari & Iovino, The Goldstein Group,
NK Architects) regarding a building assessment as well as a review and assessment of several
individual projects, including a building expansion. For this initial assessment work, at least three
quotes for services would be needed to compare and choose from. The three aforementioned firms
have extensive New Jersey library experience and were listed in the State Library’s list of architects
as part of the New Jersey Construction Bond process. He has also reached out to libraries that
have worked with each of the firms listed and have received positive feedback from their Directors.
Director Latham would like to have three proposals soon so that the executive committee can
review those proposals and then bring them to the library board.
Assistant Director Elwell organized all of the library’s microfilm (thirty-nine rolls of film) and sixty-one
Ramsey High School yearbooks to prepare for digitization. She shipped all of these materials to
Advantage Preservation. The digitization process will take one to three months, after which the
library will work with them to design the online interface and finalize the project.
There was a delay in shipping the new shelving for the Teen Room. It is expected that the new
shelves will be installed in late March or early April. Once the installation is complete, Ms. Burnette
and the circulation staff will redesign the spacing and layout of the growing book collection.
The 2020 audit has been performed by the library’s auditor, Garbarini & Co, P.C. Everything is in
compliance and there were no notes regarding non-compliance. Upon motion by Mr. Bogaenko,
seconded by Mrs. Martin, the 2020 audit draft was unanimously accepted as received. It will be
released as the final audit.
The Union and the borough have come to an agreement on the terms of a one-year contract
extension, which would cover 2021. There are only two changes to the previous contact. First,
there will be no percent increase for any union members for 2021. Second, the borough will
effectively cover any increased costs that come from health care rates and employee contributions
in 2021. Upon motion by Mrs. Martin, seconded by Mrs. Knauss, the one-year contract extension
for 2021 was unanimously approved. New negotiations will start again soon.
The last time the full library staff met for a meeting was in March, 2020 to go over emergency
closing preparations due to the pandemic. Many new policies and procedures have been adopted
since that time, many because of COVID-19, but some additional ones as the library moves toward
a return to normalcy. In order to review procedures and organizational goals, discuss
services/collections/programs, and work as a team to hone skills and align efforts toward annual
goals, Director Latham would like to close the library to the public on

Friday, March 26th, for a full-staff, in-person training day, as well as an opportunity to celebrate with
Pat Elkas who is retiring, with lunch provided by the library. Masks would be required. Social
distancing would be practiced during the training as well as during lunch.
Ramsey Free Public Library
Meeting of the Board of Trustees March 8, 2021
Consent Resolution: None
Public Comment: None
Unfinished Business: None
New Business: None
At 7:56 p.m., the meeting was closed on motion by Mrs. Knauss, seconded by Mrs. Ohnegian, and
passed

March 2021
Vendor
Kanopy Inc.
Midwest Tape
Optimum
AP Certified Testing
Quench
Sleeve City
Margarita Suarez

Musical Munchkins
The Artful Easel
Abrakadoodle
Chris Flynn
The Artful Easel
Bergen County Department of Parks

Margaret Caruvana
The Paisley Corner
Federico Skrzypicki
Federico Skrzypicki
Kulture Kool LLC
Joyce Mandel
Danielle Fisher
Robin K. Johnson
John Lee
Baker & Taylor

Alliance Entertainment
Blackstone Publishing
Findaway World
Midwest Tape

Penguin Random House
OverDrive
Dow Jones & Company
BCCLS

Amount
$158.00
$599.42
$124.95
$110.00
$35.00
$78.31
$89.01
$17.43
$24.70
$155.76
$40.26
$40.27
$11.33
$11.33
$100.00
$258.00
$190.00
$150.00
$300.00
$10.00
$120.00
$125.00
$320.00
$320.00
$150.00
$150.00
$125.00
$175.00
$500.00
$1,311.66
$180.34
$1,340.86
$764.15
$2,076.31
$246.71
$47.50
$371.94
$306.59
$359.94
$47.99
$42.76
$384.83
$151.63
$93.75
$649.95
$1,200.00
$8,000.00

Budget Line
Downloadable Audio
Downloadable Audio
Cable
Service Contracts
Service Contracts
Library Supplies - DVD
Children's Programming
Library Supplies - Children
Children's Books
Summer Reading - Children's
Adult Programming
Teen Programming
Summer Reading - Adult
Summer Reading - Teen
Children's Programming
Children's Programming
Children's Programming
Children's Programming
Adult Programming
Children's Programming
Children's Programming
Teen Programming
Children's Programming
Adult Programming
Children's Programming
Adult Programming
Children's Programming
Adult Programming
Adult Programming
Fiction
Comics/Manga
Nonfiction
Large Print
Children's Books
Teen
Grants/donations
Christiansen Gift
Music
Audiobooks
Audiobooks
Audiobooks
Juvenile Music
Adult DVDs
Children's DVDs
Audiobooks
Overdrive Advantage
Newpapers
Foreign Language Books

Vendor
NEC Corporation of America
PSE&G
Rockland Electric Company
T-Mobile
Verizon
Verizon
SYNCB/Amazon

Cintas Corporation
Demco
Rhode Island Novelty
School Specialty
Staples Advantage

Englewood Public Library
Mahwah Public Library
Garbarini & Co.
Donna Keith
Purchase Power
Creative Ways
Jaime Ressler Yoga
Margaret Caruvana
Ameritechnology
ASSA ABLOY Entrance System
Pitney Bowes
Pro-Cleaners
Village Marketing Co.
Julie Moya
Margarita Suarez

Matt Latham

The Artful Easel
Musical Munchkins
Creative Ways
Leena Kalle
Novak Organizing
Total

Amount
$146.48
$760.12
$2,379.07
$201.94
126.32
$188.18
$1,093.18
$307.96
$39.25
$106.42
$31.20
$212.75
$110.09
$260.44
$27.48
$54.02
$272.87
$25.98
$20.00
$90.00
$6,000.00
$81.00
$208.99
$250.00
$800.00
$165.00
$596.59
$1,495.56
$69.00
$1,350.00
$150.00
$33.92
$152.20
$5.78
$514.90
$25.00
$10.65
$10.66
$10.65
$124.84
$157.94
$46.88
$250.00
$300.00
$100.00
$265.00
$100.00
$250.00
$42,043.99

Budget Line
Telephone
Utilities
Utilities
Cable
Telephone
Cable
Library Supplies - Technical
Misc. Expense
Children's Books
Library Supplies
Library Supplies
Children's Programming
Children's Programming
Library Supplies
Teen Programming
Maintenance Supplies
Library Supplies - Technical
Library Supplies - Children
Misc. Expense
Replacement
Misc. Expense
Replacement
Audit
ESL
Postage
Children's Programming
Adult Programming
Children's Programming
Service Contracts
Service Contracts
Service Contracts
Service Contracts
Service Contracts
Misc. Expense
Children's Books
Misc. Expense
Summer Reading - Children's
Seminars/Meetings
Adult Programming
Teen Programming
Children's Programming
Teen Programming
Seminars/Meetings
Adult Programming
Children's Programming
Adult Programming
Children's Programming
Children's Programming
Adult Programming
Adult Programming

Director’s Report




Statistical Summary
March

February

Total

Physical Checkouts

10,848

9,635

+1,213

Digital Checkouts

5,189

5,334

-145

Total Checkouts

16,037

14,969

1,068

Sheila Harold Passing – On March 28th, 2021 former Ramsey Free Public Library Director Sheila
Harold passed away. The family reached out to the library to inform us and arranged that those
wishing to make a donation in her memory should donate to the library. We have received several
donations thus far in her memory, as have the Friends of the Ramsey Library. The library also
posted tributes in her memory to our social media and website and linked patrons to her obituary.
Sheila retired as Director of the Ramsey Free Public Library in March of 1996 after having worked
at the library, in varying roles, for over 20 years.



Pat Elkas Retirement – On March 31st, 2021 Pat Elkas formerly worked her last day for the
Ramsey Free Public Library. Pat worked for the library for over 20 years, beginning in 1999.
Through her years at the library, Pat became a beloved figure of the library and the community,
always providing a welcoming atmosphere, chatting with patrons and providing endless book and
movie recommendations. Many patrons would look forward to seeing Pat and chatting about
books, movies, or whatever else was on their mind. Beyond her presence as a public face of the
library, Pat also managed several services and collections for the library – 1) Pat ordered and
managed the library’s movie collection for adults, 2) Pat managed our service of ordering books
for local book clubs. This service was done for several dozen local book clubs, which is many
more than most libraries I’ve seen. She also provided book recommendations to many of those
clubs, 3) Pat was involved with the planning and running of the very successful Ramsey Reads
program. In the end, Pat has had a lasting and large impact on the Ramsey Library and for our
local patrons. Many patrons stopped by during her last weeks to give her flowers, cards and just to
thank her for all she had done for them. This shows the personal and daily impact she has had for
patrons and the community. She will be missed as part of our team, but we look forward to her as
a great patron – and occasional special guest for book/movie recommendation displays!



Staff Reviews – I have finally fully redesigned the employee review process and paperwork. I have
also created goals for all staff for 2021 and redesigned the library’s distribution of duties to reflect

our new staff makeup and needs. Some staff have already begun to work within slightly modified
job descriptions that are tailored to the needs of the library, the skills and interest of staff members
our organizational structure. I should have these interviews completed and all duty adjustments
implemented by the end of April. This process should help to improve efficiency in our efforts and
adjust the organization to our new staff structure and goals.


Staff Training Day – Our training day went very well, as did our surprise celebration to honor Pat
and her retirement. The training session focused on several areas of training – 1) review of new
and old circulation procedures and policies, 2) review and discussion of COVID related changes a
well as possible next stages of re-opening, 3) review and demonstration of new library resources
(Kanopy, Tutor.com, Wall Street Journal and New York Times online access), 5) holding a long
overdue staff meeting to go over any and all topics. Julie and Mona did great work in arranging for
all of the food (provided by Morano’s), organizing the resetting of the library for social distancing,
and getting all the details setup for the day. I’m very happy with the results of the training and it
was great to be able to celebrate Pat’s retirement in person and together.



Library of Things Expansion and Redesign – Jeff has been hard at work to redesign and improve
the browsability of our Library of Things collection. New signs have been added to aid in browsing
along with titles and photos of materials. We have finished adding our initial batch of board and
card games to the collection, with 28 games being added. We are now moving onto the next
phase of expansion with a renewed focus on backyard games, unique items and tools. All of these
materials are being funded by donations from several years’ time by a variety of local groups who
annually donate. Items being added include: a button maker, paper shredder, portable speaker
and karaoke machine, car engine code scanner, metal detector, external floppy and CD/DVD
drives, portable bubble machines, laminator, water quality tester, and all of the following backyard
games: tabletop tennis, badminton, spikeball, ring toss, kubb, ladder toss and kan jam. All of these
items should be ready to go in the next few weeks.



Magazines Temporary Relocation – In order to provide easier access to the magazine collection
while the quiet study room is closed to the public, we have utilized portable shelves to relocate
magazines near the reference desk area. This should provide easier access and improve visibility
of this collection while we transition through re-opening steps.



Highlight Events – Events in March with the highest participation include Mr. Jeff’s Storytimes (644
views in 5 sessions), a kid’s concert (244 views, 1 event), Take-home crafts (200 kits taken, 2
different crafts), Maker Day Crafts (3 different crafts with 102 taken), and a jazz concert for adults
(1 concert with 657 views). Our virtual and take-home events continue to be a big success, with

our highest totals yet for monthly participation: 2,770 people participated in 63 different events.
This is up from 2,355 people participating in 92 events in February.


Spring Kindness Bags – Maggie has coordinated our Spring Kindness Bags, which are free takehome bags that any patron can receive who checks out at least three (3) Ramsey Library items.
This kit includes a pack of flower seeds, bird seed, a journal, promotional bookmarks and jelly
beans. As we move forward with more of these kits, we will add more library promotional elements
as those are created.



New A/V Equipment – We recently invested in improved A/V equipment for producing videos,
streaming events and recording classes. This includes a digital SLR camera (a model that is
popular among Youtube streamers), an overhead camera for recording crafts, and a lighting kit.
Jeff and Ji are working on learning this new equipment as well as new software to integrate all of
the elements we now have – two cameras, microphones, lighting and video recording/editing.
We’ve begun to use the overhead camera already and should be moving forward with the others
soon. This equipment will greatly increase the quality of our videos and streamed events, plus add
options for us to produce our own content like Youtube Channel videos, podcasts, etc.



Digital Archive Initial Walkthrough – brief demonstration of archive during meeting.

Re-Opening Review
As the COVID-19 vaccine is distributed, it is presumed that more locations in communities will ease
restrictions on access and use. Currently, cases are still in a high level throughout the country and
especially in NJ while those who are vaccinated are rising steadily. This begs the question of how to
proceed on easing restrictions – which ones and when and how fast. While it would be helpful to have
clear guidelines spelled out for libraries by the federal or state governments, no such guidelines exist.
Therefore, much of this will be monitoring progress as we move forward, reviewing what other
libraries are doing, what our municipality and local institutions are proceeding, and looking at health
official guidelines. Given the current status, I do not have a plan for the board to consider at this
meeting. However, I anticipate that over the next few months I will be bringing different proposals to
each meeting on easing restrictions and making adjustments as needed and is reasonable. While it is
projected that many adults will be fully vaccinated by the summer, children will most likely remain
unvaccinated for some time still. Things we will need to look at include, but are not limited to: indoor
seating, indoor capacity and time limits, item quarantine, fully restoring Saturday hours, indoor events
and meetings, use of the quiet study room and community room, and mask requirements. Almost
certainly, restrictions will be eased in stages and over a period of time. My thoughts at this moment as
to how we might proceed: The summer will still feature programs outdoors, virtually or in take-home

format. Sometime in the summer we may look to add limited indoor seating and expanded computer
access, pending conditions. In the fall we can expand Saturday hours back to full hours and review
other indoor access elements – raising capacity and/or time limits (or eliminating). It will be helpful to
see what many other organizations in communities across the country do, along with guidelines from
health professionals and government officials. We’ll look to make adjustments each month as need
and in response to conditions, recommendations and best judgement.

Outdoor Seating and Tents
Maggie and I are currently exploring the purchase of two 10x20 tents that can be utilized for outdoor
program plans that all departments have for this summer and spring. We have been looking into
different types of tent setups, including permanent vs as-needed setup, size and type, and renting vs
purchasing. Maggie spoke to several other libraries who have done significant outdoor programming
recently, and the consensus seems to be to purchase tents that can be setup and taken down as
needed, rather than a semi-permanent setup or rental. Renting would involve significantly more cost
than purchasing and a semi-permanent setup would likely run into issues of wear and tear, people
potentially damaging the tents after hours, and the need for the structure for a semi-permanent
placement of the tents. We are therefore looking to purchase two tents very soon that can be packed
into containers that can be stored in the library’s shed. We are looking to clean out and organize the
shed so that we can store the tents, tables and chairs for easy access setup for events. The planned
location of the tens is directly in front of the shed at the back of the parking lot and we will section off
parts of the parking lot during those program times. Events will be limited in capacity and will observe
safety protocols, as laid out by the current state and local guidelines during those times.

In addition to tents, I am considering the purchase of additional benches and tables to be placed in
the reading area/gazebo section of the library’s grounds. There is available space to add more
materials to that location and I believe more options for outdoor seating will be appealing to patrons
even beyond COVID times. As one option, I’m exploring picnic tables recently featured in Library
Journal that include elements for charging devices, Wi-Fi capabilities, a permanent umbrella/shade
element and solar panels for independent power supply. There are several models with varying
options being produced, which I am exploring now. I’m hoping to move forward as soon as I find
suitable seating that is appropriate to the location, practicality and budget considerations.

Capital Projects Update


Digitization

o The first phase of digitizing the library’s archive materials has been completed. All of the
library’s microfilm has now been digitized and the website created that will store and
provide access to these materials. We are still waiting for the company to finish
digitizing the library’s yearbook collection and are also working with the company to
customize the archive website with the library’s logo, information and other design
elements. I’m hoping that by the next board meeting all of these tasks will be completed
and we may have already launched the new resource to the community. As mentioned,
this resource has not yet been announced to the public and materials are still being
finalized. However, it can be accessed right now at the following link:
https://ramsey.advantage-preservation.com/. So far the archive is looking very good and
is easy to browse and use. Once the full materials have been added and the
customization project completed, we will develop promotional and instructional materials
and announce to the community.


Building Assessment/Expansion
o I have received two proposals regarding our project to review possible expansion
opportunities for the library, as well as review the facility overall. These proposals have
come from The Goldstein Partnership and Arcari & Iovino. Unfortunately, there was a
miscommunication in working with the third architect, who has still go get us a proposal.
Hopefully, this will come soon, which will be provided by NK Architects. All three firms
have extensive experience with libraries in New Jersey and have been listed on the
State Library’s resource for architects with library experience in NJ. I worked through
the state’s list to identity architects with recent or impressive library projects on their
resumes and then reached out to some of those libraries for reference. I’m hoping to
have the third proposal soon, which can then be reviewed by the Executive Committee
of this board. We will discuss the different proposals and provide feedback, if needed, to
each of the architects for clarification. Once all information needed has been obtained
and reviewed, the committee will select a proposal to recommend to the library board
for approval. I’m hoping this will take place at the next Board of Trustees meeting, so
that immediately following that we can engage a firm and begin the process of reviewing
expansion projects and the library facility. Both proposals that have been received are
attached as PDFs to overall board package.

New Position Proposal: Part-Time Public Relations Coordinator
Over the past few months, the library has had several staff members either retire or leave for other
positions. While some of those duties and hours could be absorbed by other staff members, there is a

need for additional hours and staff. Since the beginning of 2020, we have lost 42 hours of library page
work per week as well as 22 hours of library assistant hours per week. We have recently added hours
for one current staff member and are looking to add some for another staff member shortly. Both of
those actions were reviewed and approved by the Library Board of Trustees’ Executive Committee. In
addition to these changes, I’ve also been working on a project to review the library’s distribution of
duties and organizational workflow. I’ve identified areas where there is particular need for additional
assistance in the library’s workflow and have developed a plan to adjust duties, add hours where
needed and reorient the library’s workflow for current library goals and workflow. Two areas where I
identified the greatest need were in assistance for youth services (children’s and teen) and in the area
of marketing and public relations. For the first element – assistance for youth services – I believe the
best course of action is to refocus some current staff to focus primarily on youth services programs,
services, collections and projects under the supervision of the head of children’s services and the
teen/adult services librarian. This is one of the areas where we will add some hours for a staff
member to add help in this area.

The other area of need for the library is marketing and public relations. Currently, our marketing and
promotional efforts are spread out among 6 or more staff on a monthly basis in order to promote
regular programs, services, collections and special announcements. This creates a system that is not
organized and takes time away from each of those staff members, which could be better spent on
planning and creating programs, collections and services. Hiring a PR position will act to organize all
of these efforts into one person, which will increase efficiency and greatly improve the quality and
planning of our marketing and PR. I envision this position as helping to organize the current PR
efforts, but also to coordinate all social media efforts as well as outreach strategies. I’m hoping to add
significant planning and structure into our marketing as well as create more original content for our
social media. These should help to improve communication with the community, increase awareness
of library services and engage more with other community organizations. I am proposing that the
library add a new part-time Public Relations position at 20 hours per week and $20 per hour.
Budget Impact of New Position and Changes
For the 2021 fiscal year, I’m projecting that adding this PR position as well as expanding the hours of
two other staff members, we should still come under budget for our salary line by roughly $20,000.
The reason for this level of savings is two fold: we still have one part-time employee currently on
unpaid extended leave, so this reserves funds for the return of that salary. Also, we did not post
raises for this year, which also created additional savings in that line. For 2022, I am projecting an
increase of about 1.3% to the salary line from our projected amount this year: $770,000 in 2022 vs
$760,000 in 2021. This includes considerations for raises and retro payments for 2021.

Below is the proposed job advertisement and description:

Public Relations and Marketing Coordinator
Summary
The Public Relations and Marketing Coordinator will work to raise awareness of the library’s value and vision to
the community and promote library services, collections and programs. This position will develop, manage and
implement promotions, marketing and advertising through a variety of avenues and strategies to effectively
promote library services and raise awareness within the community. The Public Relations and Marketing
Coordinator will report directly to the Library Director as well as work with all department heads to organize,
design and initiate promotional materials, marketing strategies and outreach communications. This includes
managing the library’s social media presence along with creating and editing newsletters, press releases,
brochures, flyers, promotional emails, infographics, posters and other promotional materials.
Duties and Responsibilities
 Library promotions and advertisements
o Create an annual marketing plan in consultation with the Library Director and department heads
and manage implementation of the plan throughout the year.
o Plan, develop, organize and implement regular promotions for library events, collections,
services, announcements and awareness campaigns.
o Work with library department heads and other staff to organize content, create copy, design
materials and implement promotional strategies.
o Coordinate efforts to promote library monthly events and announcements as well as overall
communications from the library to the community.
o Evaluate library’s marketing materials and strategy for effectiveness, identify needed changes,
and implement improvement plans.
 Social Media
o Manage library’s social media accounts, including Facebook, Instagram and Youtube.
o Organize original content creation and organization with other staff members to promote library
events, collections, services and produce engaging content.
o Produce social media content that increases the library’s reach and engagement with social
media followers.
o Explore expansion of social media accounts and reach.
 Newsletter
o Create and manage weekly email newsletter, incorporating content from other staff and
departments.
 Press releases
o Organize, write and submit press releases in collaboration with other staff.
 Digital Sign
o Manage and update the library’s outdoor, digital sign with promotional materials.
 Community Outreach
o Communicate with and work with other community organizations, government and businesses
to promote library services and raise awareness of library services
 Art Gallery Scheduling and Promotion
o Schedule and book monthly art gallery installations, create and implement promotion and
announcements for exhibits
 Organize Advertising and Marketing campaigns
o Work with Director and other departments to run special focus advertising campaigns, summer
reading promotions, and library awareness campaigns
 Brochures and promotional materials
o Create, organize and maintain library promotional materials, brochures and handouts
 Branding
o Organize library branding on promotional materials and communications
 Displays



o Create and manage regular displays and promotional materials inside the library
Trends and Professional Development
o Keeps abreast of latest developments in marketing and public relations.
o Engages in professional development and training.

Essential Knowledge and Skills
 Ability to design, create and implement innovative and engaging marketing materials and promotional
strategies that effectively communicates the library’s brand to the community.
 Extensive and creative technical knowledge, including publishing and graphic design software, social
media and publishing, general office software, Internet tools, and library information technology.
 Excellent interpersonal and communication skills, ability to work with and coordinate with several
departments, ability to communicate clearly and effectively with department heads, library director and
staff.
 Ability to establish and maintain working relationships with patrons, community organizations and
government agencies.
 Excellent organizational skills, ability to manage several projects simultaneously.
 Positive, collaborative and creative mindset.
 Strong graphic design skills.
Education and Requirements
 Bachelor’s degree in English, marketing, advertising, journalism or other related major required
 Experience in library, publishing, graphic design and/or marketing preferred.
 New Jersey residency required by the New Jersey First Act, unless otherwise exempted by that law.
 Work schedule is flexible, but must be able to work occasional nights and weekends as needed.
 Must be physically able to lift and carry Library equipment and supplies

Compensation
 This is a part-time position starting at 20 hours per week with a compensation range of $20 - $22 per
hour, commensurate with experience and qualifications.

Ramsey Free Public Library
Operational Activities, March 2021
The Library was open 30 days in March. The Library was closed March 26th for staff development.
The Library will be closed April 2nd for Good Friday and April 4th for Easter.
Circulation Statistics – March
Total Check-Out
Total Check-In
Holds Satisfied

10,726
6,307
1,736

meeScan
App Checkout
Kiosk Checkout

Awaiting Report
Awaiting Report

Reciprocal Borrowing
Loaned
Borrowed

2,149
2,241

Digital Downloads (total)
eBCCLS
Hoopla
RB Digital
Kanopy
New York Times
Wall Street Journal

2,287
436
29
146
110 code redemptions, 211 pages viewed
9 code redemptions, 211 pages viewed

Tutor.com – March

0

Monthly Collection Circulation

Jan
Adult Fiction
2,296
Adult Non-Fiction
1,311
Adult DVD/Blu-Ray
1,946
Music CDs
776
Audiobooks
266
Playaways
178
World Language Books
90
Juvenile Fiction
2,035
Juvenile Non-Fiction
652
Juvenile DVD/Blu-Ray
351
YA Fiction
476
YA Non-Fiction
21
Video Games
71
Periodicals
37
Tech Lending
19
Hot Spots
10
Laptops
0
Museum Passes
0
Total Circulation
10,535

Feb
Mar
2,119 2,303
1,106 1,299
1,775 1,874
629
711
251
280
112
126
55
68
2,078 2,398
553
628
349
447
423
545
17
12
97
99
56
34
10
13
5
11
0
0
0
0
9,635 10,848

Virtual Programming – March
Number of Programs
Adult
Children
Teen
Total Number of Programs

23
34
6
63

Number of Registrations
Adult
Children
Teen
Total Number of Registrations

260
920
39
1,219

Number of Attendance
Adult
Children
Teen
Total Number of Attendance

958
1,764
48
2,770

Total Patron Count

4,904

Services Provided
EnvisionWare
Patron Questions
VHS to DVD Conversion
Notary

283
127
6
0

New Patron Registrations

28

Number of Items Withdrawn

555

Number of Items Added
Books
DVDs
Audio
Music
Games

511
32
20
18
0

Gifts/Memorials
$35 donation from Mr. & Mrs. Ronald Paras in memory of Virginia Chiocco

Ramsey Free Public Library
Jan

Feb

NJLA Meetings

11

Library Board Meetings

11

Executive Committee
Library Department
Head Meetings

21

4,12,18,25

Apr

May

Jun

Jul

8

8

25

16

25

18

8,16,22

12

10

14

5

5

3

1,8,16,22
29

FORL:
4

Meetings

1

1

Programs
Book/Jewelry Sale
Adult Programs

Children's Programs

5,7,8,13,15 1,2,4,5,8

1,4,5,9,10

1,5,7,9,12

19,20,21,22 10,11,12,16 11,12,16

13,14,15,16

27,29

17,18,19,22 18,19,23

19,20,21,23

23,25,26

26,27,28,29
30

11,12,13,14 1,2,3,4,8,9

24,29,30,31

1,2,3,8,9,10 1,5,6,9,13

16,18,19,22 10,11,12,17 11,13,15,17 15,16,17,19
25,26

Teen Programs

19,20,22

18,19,20,22 20,21,22

24,25

23,24,29,30
23,26
31

6,11,14,20,
11,17,24
27

3,8,19,24

7,12,22

Adult SRC

Children's SRC

Teen SRC

Staff Meeting

Aug

Sept

Oct

Nov

Dec

16,18,19,25
30

5,19,24

BCCLS Meetings

Borough Hall Meetings
Borough of Ramsey
Newsletter
Online Newletter

Mar

26

Ramsey Day
Home for the Holidays
Other Meetings:
1/5 - Matt, Maggie & Debbie - staff schedule changes
1/5, 1/7 - Matt & Julie - training
1/14 - Matt, Maggie & Julie - staff schedule changes
2/5 - Matt - meeting with Governor's Office regarding vaccine information
2/25 - Matt - NJ State Library - Library Construction Bond Phase Two Webinar
3/2 - Staff Maker Day Planning Meeting
3/12 - Matt - met with NK Architects
3/17 - Matt - 2nd meeting with NK Architects
3/17 - Matt - met with Goldstein Group (architects)

12

9

13

18

8

13

March 2021
Due to the COVID-19 pandemic, all programs were held virtually
63 programs held in 31 days with 2,770 people attending
Children's Programs
Children's Coloring Pages (all ages)
Little Ones Story Time with Mr. Jeff (ages newborn-3yrs)
Read to a Puppy (grades 1-5)
Beginning Spanish for Kids (ages 7-12yrs)
Grab & Go Crafting (all ages)
Kid's Trivia (ages 7-12yrs)
Artful Easel for Kids (grades 3-5)
Abrakadoodle (ages 3-6yrs)
Kid's Concert with Chris Flynn (all ages)
Virtual Reading Pals (grades K-5)
Tween Paper Mesh Bag Craft (grades 4&5)
Tween Paper Mesh Bag Craft (grades 4&5) - YouTube
Skittles Experiment (ages 3-12yrs) - NJ Makers Day
LED Flowers for Tweens (grades 4&5) - NJ Makers Day
Fun Fridays (grades K-3)
Animal Encounter Show by Bergen County Zoological Park

Book Crew Book Club (grades 2&3)
Jewelry Making Class for Kids (ages 7-12yrs)
Comic Book Club (grades 4&5)
Holi,It's a Celebration (grades K-6)

Dates

# of Programs

# Attended

3/1, 3/16, 3/22
3/24, 3/29
3/1, 3/8, 3/15
3/22, 3/29
3/2
3/3, 3/10, 3/17
3/24, 3/30
3/8, 3/22
3/9
3/11
3/13
3/15
3/15
3/18
3/18
3/19
3/19
3/19
3/20
3/22
3/23
3/29
3/30

5

414

5

644

1
5

5
33

2
1
1
1
1
2
1
1
1
1
1
1
1
1
1
1

200
3
12
17
244
5
8
11
72
20
16
22
2
14
3
19

34

1764

Dates

# of Programs

# Attended

3/3
3/8
3/18
3/18
3/19
3/24

1
1
1
1
1
1

4
8
4
11
10
11

6

48

Dates

# of Programs

# Attended

3/1, 3/8
3/4, 3/18
3/4, 3/11
3/18, 3/25
3/5, 3/12
3/19, 3/26
3/9
3/10
3/16
3/19
3/19
3/23
3/24
3/29
3/29
3/31

2
2
4

15
58
25

4

73

1
1
1
1
1
1
1
1
1
1

31
6
10
10
657
9
7
12
10
25

22

948

Dates

# of Programs

# Attended

3/1

1

10

1

10

63

2770

Total Children's Programs
Teen Programs
Felt Fox Cup Cozy Craft
Teen Grab & Go Crafts
Paper Mesh Bag Craft
Paper Mesh Bag Craft - YouTube
Macrame Bird Feeder - NJ Makers Day
Painting Watercolor Galaxies

Total Teen Progams
Adult Programs
ESL Class
Artful Easel
Conversational Spanish Class
Yoga
Ramsey Reads Author Visit "Jon Billman: The Cold Vanish"

Good Reads Book Club "The Home for Unwanted Girls"
Book Chat with Julie "The Nickel Boys"
Macrame Bird Feeder - NJ Makers Day
Concert from the Cabin Featuring John Lee
Pottery Workshop
Job Search 101 Workshop
Strength Training for Seniors
Trivia Night "Golden Girls"
Interview Skills Workshop

Total Adult Programs
FORL
FORL Meeting

Total FORL Programs

Total Programs - March

Building & Grounds 2021
Description
HVAC - Reiner

Jan

Feb

HVAC/Andover Controls - Armistead

19

Electrician - Feuresenger

28

Mar
29
29

Apr

May

Jun

Jul

Aug

Sept

Oct

Nov

Dec

Comments
Reiner - 3/29
Armistead - 1/19, 3/29
Feuresenger - 1/28

Plumbing - RJP
Alarm/Phone - ATech
Generator - Warshauer

8
28

ATech - 1/8
3

Warshauer - 1/28, 2/3

Doors - ASSA ABLOY
Fire Alarm - Johnson Control
Water Valve Testing

2

AP Cerified Testing - 3/2

Roof
Exterior Lighting
Landscaping
DPW
Carpet
Fire Inspection
Water Treatment

11

Water Cooler
Misc

10
26

12

Wasak - 3/11
Quench - 2/10 (service the cooler)

10

Mardel (wiring for antenna) 1/26
Ramsey OEM - 2/12 defibulator
serviced, 3/10

