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POSITION TITLE: Library Media Assistant  
 
F.L.S.A: Non-Exempt 
 
QUALIFICATIONS: High School diploma; working knowledge of 

computer software; good communication and 
human relation skills, good organizational skills, 
positive interpersonal skills; physical attributes 
necessary to perform the essential functions of the 
position 

 Desire to continue career improvement by 
enhancing skills and job performance. 

 
REPORTS TO: Building Principal 
 
TERMS OF EMPLOYMENT: 177 days (175 school days + convocation and fall 

in-service), 7.5 hours per day, with benefits 
according to Board policy 

 
JOB GOAL:  To provide support to the Library Media Specialist and the library media 
program and assist in providing a well-organized, smooth functioning environment in 
which students can take full advantage of the instructional program and available 
resource materials. 
 
ESSENTIAL JOB FUNCTIONS:  
 
1. Maintains an orderly appearance of the library media center. 
2. Assists in the processing, cataloging and shelving of media materials. 
3. Assists with the supervision of students 
4. Assists staff and students in locating and using information, media, and equipment. 
5. Guides staff and students in the use of the Online Public Access Catalog. 
6. Provides assistance with the operation of audiovisual software and hardware. 
7. Organizes instructional materials as directed. 
8. Generates and disseminates overdue notices. 
9. Processes serials (including newspapers, magazines, vertical files, etc.) in all 

formats. 
10. Assists with the library media center inventory. 
11. Maintain a working knowledge of Microsoft Office Suite. 
12. Maintain a working knowledge of the library media center’s automated catalog 

system used to manage collection and circulation. 
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13. Maintains the same high level of ethical behavior and confidentiality of information 
about students as is expected of a fully licensed teacher.  

14. Consistent and regular attendance is an essential function of this position. 
15. Required to use Time Clock system for clocking in and out each day they are 

scheduled to work.  Clocking must reflect true time worked. 
16.  Ability to work to implement the vision and mission of the district. 
 
OTHER JOB FUNCTIONS: 
 
1.  Generate confidential and general correspondence, reports, memorandums, forms 

and statistical data as requested by the library media specialist. 
2. Assists in training and supervising student assistants and volunteers. 
3. Assists in the set up and preparation for meetings, presentations, assemblies, 

programs, and in-services, etc. 
4. Maintains usage schedules of library media center media materials and equipment. 
5.  Operates the circulation desk. 
6. Assists the Library Media Specialist in preparation for class instruction. 
7.  Performs clerical duties attached to selection, acquisition, processing, and weeding 

of library media materials. 
8. Performs preventive maintenance and minor repairs on media and equipment as 

directed. 
9. Demonstrate professionalism and appropriate judgment in behavior, speech, dress, 

and appropriate professional manner for the work setting.  
10. Adheres to good safety practices. 
11. Adheres to all district rules, regulations, and policies. 
12. Other duties as required or assigned. 
 
PHYSICAL DEMANDS: 
 
While performing the duties of this position an employee is regularly required to sit, talk 
and hear.  The employee is frequently required to walk and use fingers.  The employee 
is occasionally required to stand, reach and bend and lift and carry up to ten pounds.  
The employee must have the ability to lift 40 lbs to shoulder height occasionally. Close 
vision ability to look at a computer screen for long periods of may be required.  
 
CONDITION AND ENVIRONMENT: 
The individual who holds this position will regularly work in a school environment that is 
noisy and active.   


