Director of Library Information Services 

Job Description

Position Title:

Director of Library Information Services

Reports to:


Superintendent 

Terms of Employment:
12 months

Prerequisites:

MLIS, certified LMS, at least 5 years experience as 
building-level 
LMS


	
Area of Responsibility
	Key Elements

	
	

	Program Administration
	· Maintain a mission statement, goals, objectives, policies and procedures for district library information program that reflect the mission, goals, and objectives of the District.

· Implement district policies and procedures designed to accomplish program goals and objectives; maintain district library information program policies and procedures manual

· Maintain a three- to five-year long-range plan for facilitating student achievement that reflects that district’s goals, objectives, and strategic plan

· Recommend appropriate staff, facilities, instructional materials, and equipment for the District and building-level library information centers

· Participate in the recruitment, hiring, and assignment of library information center staff 

· Establish an on-going program of in-service education for building-level library information specialists

· Establish an orientation program for new library information specialists

· Coordinate the operation of the District library information program and facilitate building-level library information programs

· Provide to building-level library information specialists technical, financial, managerial, and advisory support 

· Develop, implement, and advocate for library funding

· Manage budget and other resources for the efficient achievement of program and district goals

· Provide official reports and studies pertaining to library information science and educational technology as needed by district administration

· Design school library information centers and other instructional facilities that support the instructional program and facilitate learning.

· Demonstrate an awareness of laws and regulations that affect school library information programs

	Collaboration for Instruction and Services
	· Serve as a member of the District’s curriculum development team in the planning and implementation of the K-12 instructional program

· Participate in district-wide instructional leadership efforts

· Serve as a resource consultant to department, curriculum committees, and other professional staff in the selection, purchase, and use of information technology resources.

· Coordinate use of community and other non-school resources for instructional purposes through the building-level library information centers 

· Collaborate with the school community through the use of the district library information advisory committee

· Work with the District Library Information Advisory Committee and other district committees to coordinate an information literacy and technology instructional program and to integrate library information programs with the overall curriculum

· Provide direction to district and building-level professional staff in the selection, evaluation, and integration of library and information resources.

· Work with district professional staff to provide in-service education for teachers in the integration of library information center resources including integration and ethical use of information technology 

· Interpret and promote the library information programs and services to teachers, administrators, Board of Education, and the community

· Coordinate with other libraries (e.g. public, college) for sharing of resources and services

	Collection and Resource Management
	· Implement a continuous library resource collection development and evaluation process for the district and building-level library information center resource collections

· Ensure that materials in the district and building-level library information centers are current, accurate, diverse, developmentally appropriate and aligned with curriculum content standards and the district and school’s instructional program

· Apply bibliographical principles to the organization of library and information databases

· Maintain statistical data and all appropriate records

	Assessment
	· Assist principals in the supervision and evaluation of library information center staff

· Evaluate the District and building-level library information programs

· Correlate program, collection, instructional, and other appropriate data to conduct continuous formal and informal assessments of the library instructional programs, collections, and facilities

· Regularly conduct needs assessments to determine the information needs of professional staff at the district level

· Analyze and report results of assessments to district administration and to building-level administration and use the results to ensure continued growth and improvement in the district and building-level library information programs.

	Inquiry-based Environment
	· Support and develop library information program that provides for equitable and flexible access to information, ideas, resources, and services both within and beyond the district

· Work with building-level library information specialists to create and maintain an inviting attractive physical environment with areas for individual and group use to meet the diverse needs of the members of the learning community, regardless of disability or other differences

	Professional Development
	· Keep abreast of standards, guidelines, best practices, and innovations in library information science, technology, and education

· Actively seek out and participate in activities and/or organizations which promote professional growth

· Model and promote the principles of intellectual freedom and ethical and legal use of information

· Support activities that contribute to the overall learning and development of students

· Provide leadership in planning and using existing and emerging instructional and informational technologies in all aspects of the school district’s educational program
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