To:
John Cusson

From: 
Helga Phillips

Re: 
Job Description for School Library Media Assistant

Date: 
August 26, 2013

Professional Goal: To assist the Library Media Director in the operation of the library and assist teachers and students in the full use of library services.
Academic Qualifications: Four year college degree and library training or equivalent experience and library training.

Required knowledge skills and abilities: Working knowledge of the procedures, practices and equipment of a school library center; general knowledge of the English language; ability to use and maintain automated systems: on-line catalogs, electronic devices, multi-media and Microsoft Office Programs; ability to assist in the planning and implementation of library research and instructional programs; ability to supervise and instruct students independently and in classes; ability to conduct basic research using print and electronic resources; willingness to learn new tasks and techniques; ability to be resourceful and flexible; to enjoy high school students.

Essential Tasks:

Perform routine functions under the direction of the School Library Media Director to provide library services.
Work independently and cooperatively with a good understanding of the support role.

Be a positive advocate for the library program and support the direction/mission of the library program as it relates to the overall mission of the school.

Understand and maintain confidentiality.
Be comfortable with change and be willing to make changes as needed.
Work effectively under pressure and continual interruptions.
Assist in the monitoring of student behavior.
Maintain an attractive appearance of the Library Media Center.
Attend to detail, organize and perform tasks with a high degree of accuracy.

Establish and maintain effective working relationships with students, staff, volunteers and community members.

Assist students and staff in locating and using materials in the library media center by answering questions, teaching search strategies, gathering materials, demonstrating use of equipment and software and operating AV and production equipment.
Operate library automated circulation and catalog system (Follett). Maintain computerized records. (MARC 21)

Assist in controlling status of books in circulation; check on overdue books.  Generate overdue and other computerized reports.  
Assist with inventory and deselection of all library materials according to the guidelines established in the NWCHS Library Collection Development Policy.

Assist with the processing of new materials and equipment.

Circulate, accurately shelve and mend library materials and equipment.
Maintain and organize print periodicals.

Operate computers, audio visual equipment and other library technologies with ease, and be willing to upgrade skills on a regular basis.

Assist with bulletin board displays.

Train and supervise student library assistants/parent volunteers.


