Library Media Assistant

Job Description

POSITION TITLE:
Library Media Assistant

REPORTS TO:
Library Media Specialist

JOB ROLE:
To perform general and specialized clerical duties in the school library in conformance with established procedures.

PERFORMANCE RESPONSIBILITIES

I. Clerical

A. Assuming general secretarial responsibilities:

· typing

· filing

· duplicating materials

· assisting with financial records

· operating computers

B. Compiling statistics:

· recording circulation and other service information

· assisting with annual reports

C. Ordering and processing print and nonprint materials:

· maintaining consideration and order files

· following processing procedures established by the media specialist

D. Maintaining inventory of and ordering supplies:

· checking supplies

· preparing order lists

E. Circulating print and nonprint materials:

· assisting with circulation process

· shelving materials

· assisting with interlibrary loan process

· compiling overdue records

F. Performing other library media center duties as assigned

II. Technical

A. Assisting student and staff with location and use of materials and equipment:

· answering directional questions

· demonstrating the proper use of equipment and software

· operating audiovisual and production equipment

B. Maintaining library media catalogs:

· adding entries

· deleting entries

C. Performing preventive maintenance and minor repairs on equipment:

· changing lamps and other easily replaced parts

· cleaning and lubricating equipment parts

D. Producing graphics and display materials:

· assisting in preparing transparencies, posters, charts, graphs, displays, exhibits, and materials for television programs

· gathering necessary materials

E. Scheduling use of and delivering materials and equipment:

· Maintaining records of rental materials and equipment

· Coordinating use of building materials and equipment

F. Assisting with technical processing of information and materials:

· performing tasks of bibliographic searching and processing of materials

· organizing bibliographic information

· preparing information in the appropriate format

G. Maintaining the media collection:

· shelving and filing

· withdrawing items as directed by the library media specialist

· mending and repairing items

· assisting with inventory

H. Performing other library media center duties as assigned

DESIRED QUALIFICATIONS

High school diploma or equivalent with a general knowledge of office machines and completion of the typing and spelling test administered by Human Resources must be on file in the Human Resources Office.

EVALUATION

Performance of this job will be evaluated in accordance with provisions of the school board’s policy on the evaluation of classified personnel.

LENGTH OF EMPLOYMENT: One academic year

