
LIBRARY ASSISTANTPRIVATE 

QUALIFICATIONS:

1.
High school diploma.





2.
Ability to work with students and faculty.





3.
Clerical and computer skills to maintain library materials.

REPORTS TO:

Library Media Specialist/Principal

JOB GOALS:


To assist in the operation of the library program, keep library materials organized, supervise students, maintain library collection, assist teachers and students in the effective use of the media center as a learning resource.

PERFORMANCE RESPONSIBILITIES:

 1.
To assist the librarian, faculty and students in the library in any way possible.

 2.
Be proficient in all facets of library work.

 3.
Compile statistics as directed by media specialist.

 4.
Maintain inventory of supplies and assist with orders.

 5.
Assist in maintaining orderly environment.

 6.
Assist with ordering and processing of material and equipment.

 7.
Maintain automated catalog and other library media files.

 8.
Assist in circulating materials.

 9.
Be responsible for all other library correspondence and secretarial duties.

10.
Assist teachers in operating of audio-visual equipment.

11.
Instruct students in library skills.            

12.
Assist in the preparation of displays, bulletin boards, and incentives for the promotion of reading.

13.
Schedule the use and maintenance of the library.

14.
Assist with the preparation of bibliographies.

15.
Maintain library media materials collection.

16.
Handle materials of limited circulation, reserve materials, periodicals, etc.

17.
Assist with school events such as book fairs, open house, etc.

18.
Circulate class sets as requested by teachers and notify students of overdue books.

19.
Assist in making book checks at door.

20.
Do minor repair work on books.

21
Perform other duties as directed by the administration.

TERMS OF EMPLOYMENT:
Ten months year.  Salary and work year to be established by the Board.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board's policy on evaluation of Support  Personnel.

REVIEWED AND AGREED TO BY___________________________date____________

