WATERFORD PUBLIC SCHOOLS

JOB DESCRIPTION

Position Title:
Library Assistant

Department:
School Library

Reports To:
School Principal

Prepared By:
Dennis M. Curran
Date:
March 6, 2002

Approved By:
Randall H. Collins
Date: 
March 6, 2002
SUMMARY:  

The Library Assistant receives general supervision from professional librarian or school principal.  The Library Assistant supervises an elementary school library, or assists professional librarian in the middle school or high school library, by providing varied and responsible library services to students and teachers; and operates and circulates audio-visual equipment and materials.  The Library Assistant shall work within district, state and federal statutes, regulations and policies.  

ESSENTIAL DUTIES AND RESPONSIBILITIES Other duties may be assigned.

1. Receives oral or written directions from supervising librarian (middle & high school) or school principal. 

2. Plans and organizes work according to school schedule.  

3. Reads professional or literary publications for reviews of children’s books. 

4. Selects and recommends purchase of books, publications, documents, audio-visual and other materials. 

5. Organizes library materials; performs routine electronic cataloging and processing of books and other library materials; maintains and/or helps maintain the library collections. 

6. Coordinates with teachers activities and the availability of relevant media and other library materials. 

7. Provides individual or group instruction in the use of the library services and facilities, including search of catalog files, use of reference sources, and related information. 

8. Prepares exhibits of books, materials, and audio-visual equipment. 

9. Conducts reading and cultural programs for elementary students. 

10. Supervises students in their use of the library. 

11. Performs routine library services, such as receiving and loaning books, returning books to shelves, and following up on overdue books and materials. 

12. Checks returned books for damage. 

13. Makes minor repairs as needed. 

14. Supervises and schedules the use of microcomputers; assists with their appropriate use. 

15. Organizes use of audio-visual and videotape equipment and materials. 

16. Operates equipment as needed. 

17. Makes minor repairs to equipment. 

18. Operates laminating equipment.  

19. Reports work accomplished to supervisor. 

20. Makes annual inventory of books and materials; discards unusable or obsolete items. 

21. Trains and directs the work of volunteers. 

22. Prepares posters, bulletins, and newsletters to promote use of library and facilities. 

23. Responds to inquiries from parents, vendors, and others. 

24. Prepares statistical and narrative reports for supervisor. 

25. Sets up and maintains library files. 

26. Types cards.

27. Composes and types routine correspondence.

28. Regular attendance is an essential duty of this job. 

SUPERVISORY RESPONSIBILITIES:  


Volunteers

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:

High school diploma or general education degree (GED).   Three to six months related experience. 


LANGUAGE SKILLS:

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before parents, administrators and staff.

MATHEMATICAL SKILLS:

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY:

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations. 

OTHER SKILLS and ABILITIES:

Ability to pass a typing test at 55 words per minute.  Ability to operate a personal computer and related software.  Ability to get along with other people.  Patience in dealing with parents and small children.  Ability to develop effective working relationships with students, staff and the school community.  Ability to communicate clearly and concisely, both orally and in writing.  Ability to perform duties with awareness of all district requirements and Board of Education policies. 

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand, walk, and sit.  The employee is occasionally required to stoop, kneel, crouch, or crawl.  The employee occasionally lifts and/or pushes up to 50 lbs.  Specific vision abilities required by this job include close vision, distance vision, and depth perception. 

WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate to loud.

The information contained in this job description is for compliance with the American with Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed by the individuals currently holding this position and additional duties may be assigned. 

2
1

