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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 7007
April 1998

POSITION TITLE:
Library Media Center

REPORTS TO:
Principals and the Manager of Educational Resource Services

Objective: To facilitate student and staff access of ideas and information.  To actively collaborate with teachers to develop information resource learning opportunities.  To lead, train and coordinated library staff, including volunteers.  To maintain the integrity of the library collection which includes coordinating the acquisition, placement, circulation and maintenance of all resources in the library.  To both inspire and communicate the vision of the library programs to the school community with enthusiasm and confidence.

Essential Functions:

1.
Facilitates student and staff access of ideas and information.

2. Evaluates, selects, and acquires materials according to established criteria which meet the needs of the curriculum and of the school community.

3. Provides repeated opportunities to practice information-processing strategies in all curriculum areas.

4. Integrates information technologies into the learning process.

5. Includes, where appropriate, strategies identified in the Information Literacy Guidelines are addressed in the planning of resource-based units.

6. Works in collaboration with teachers to develop, implement, and evaluate resource-based units.

7. Coordinates library programs, including: planning; organization; teaching and instruction; budgeting; evaluation, selection and purchase of media and resource materials, and program promotion.

8. Monitors and evaluates the library environment for efficiency of access and environmental comfort.  Recommend improvements to site administrators, as necessary.

9. Coordinates effective use of the district’s library automation system, CARL, and other library information technologies.

10. Develops and maintains a state-of-the-art knowledge of library science, current learning theories, curriculum and literature.

11. Coordinates curriculum development and professional development efforts in collaboration with the Project Director, teachers, principals and schools.  Acts as a liaison to parents, students, faculty, staff, administrators, community agencies, cultural institutions, parent groups and others, as necessary, regarding library programs and services.

12. Reviews, evaluates and assembles educational materials and training aids pertinent to teaching, as required or requested.

13. Performs other related duties, including special projects, as required or requested.
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Education/Experience: Master’s degree of equivalent, in Librarianship or Education Media, or a minimum of 18 semester hours of related graduate credit courses which includes: library media administration, reference, cataloging, selection of materials, production of materials, and one elective course, preferably in children’s literature.  Demonstrated knowledge and experience working with parents, students, teachers, administrators, community agencies, cultural institutions, parent groups and others in consensus building activities which directly support development of K-12 curriculum.  Demonstrated knowledge and experience in an urban public school system, and a demonstrated knowledge of library studies.  Demonstrated appropriate classroom management skills.  Demonstrated proficiency with computer hardware and software, including PC and Mac OS platforms. 

Licensure/Qualifying Standards: A current, valid Sate of Colorado Teacher Certification, with appropriate grade level or subject area endorsement.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; safety; security, and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general school work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines, telephones, televisions/monitors, and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, lifting (up to 30 pounds to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.
