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 JOB TITLE:       Library Manager-Elem/MS/HS  STATUS: Non-exempt 

 

REPORTS TO:   Principal/Specialist for Grant Writer TERMS:    192 days 

                              and Federal Programs 

 

DEPARTMENT:  Campus     PAY GRADE: IS204 

 

 

PRIMARY PURPOSE: 

Supervise and manage the school library.  Work under the direct supervision of campus principal and 

Specialist for Grant Writer and Federal Programs. 

 

QUALIFICATIONS: 

Education: 

High school diploma 

60 hours of Undergraduate Hours Preferred 

 

Special Knowledge/Skills: 

Ability to work within deadlines and handle frequent interruptions 

Ability to work well with children and adults 

Strong organizational, communication, and interpersonal skills 

Knowledge of general office equipment 

Proficient knowledge of computers 

 

Experience: 

Two years experience working with school aged children 

One year clerical experience 

Library knowledge or experience preferred 

 

MAJOR RESPONSIBILITIES AND DUTIES 

 

1. Provide individual instruction and assistance in using library media center resources including 

computers and audiovisual equipment. 

 

  2. Assist the teachers and students in locating materials and books for assignments and   

   research. 

 

  3. Assist student aides and parent volunteers in their library duties. 

 

  4. Assist in the annual inventory and weeding of library media center materials. 

 

  5. Assist in inventory, care, and maintenance of equipment. 

 

  6. Assist with scheduling or equipment and library usages. 

 

  7. Assist teachers to maintain student behavior and maintain an orderly atmosphere. 

 

  8.  Assist with the enforcement of library media center rules. 

 

  9. Supervise students, parent volunteers, and student aides. 

 

  10. Participate in annual training of library circulation system and other in-service training programs. 

 

  11 Prepare and send out overdue notices, collect fines, and prepare a statement or receipt. 
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  12. Prepare bulletin boards and displays. 

 

  13. Shelve incoming books, materials, and equipment. 

 

  14. Accurate and consistent use of Time Clock Plus (TCP) and AESOP.  

 

  15. Perform other duties as may be assigned. 

 

 

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 

 

Tools/Equipment Used: Standard office equipment including computer and peripherals; standard library 

equipment including imaging equipment; standard instruction equipment 

Posture: Regular sitting, standing, kneeling, squatting, bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions; frequent keyboarding and use of mouse; regular overhead reaching; 

climbing ladders 

Lifting: Frequent light lifting and carrying (under 15 pounds); occasional moderate lifting and carrying 

(15–44 pounds) 

Environment: Work inside; work alone; exposure to biological and chemical hazards such as mold and 

dust 

Mental Demands: Work with frequent interruption; maintain emotional control under stress 

  

 

 

 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties, and skills that may be required. 

 

I have read and understand the responsibilities and duties required for this position as outlined above. I understand 

the duties and can perform all essential job functions listed above. 

 

 

 

_______________________________  

Printed Name 

 

 

_______________________________ 

Signature 

 

 

_______________________________ 

Date 

  

 


