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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

JOB DESCRIPTION - 7300
April 1998

POSITION TITLE:
Library Technician I (Educational Resource Services)

REPORTS TO:
Principals and Manager of Educational Resource Services

Objective: To coordinate the classification, indexing, cataloging, shelving and circulation of books, periodicals, papers, microfilms, classified reports and documents.  To provide administrative support to teachers in the delivery of library services, including obtaining data, preparing reports and analysis, and reading instruction to students, as directed. To requisition new multimedia materials, as directed and approved.  To conduct or participate in research and investigations to obtain special data which may or may not be available in the library.

Essential Functions:

1. Coordinates the classification, indexing, cataloging, shelving and circulation of books, periodicals, papers, microfilms, audio visuals (AV) and multimedia, classified reports and documents.  Uses the Dewey Decimal System to maintain order and functionality of designated library materials, media and materials, as directed.

2. Uses the library automation system appropriately to circulate materials, manage student checkouts, notify users of over due materials, and to locate materials for students and teachers.

3. Maintains consideration files and coordinates the physical ordering of new materials with the SFG secretary based upon the Library Media Specialists selections, as directed.

4. Adds holding, and processes books as needed.

5. Performs interlibrary loans and student requests.

6. Performs booking of district AV materials for teachers.

7. Maps, weeds and inventories library collections, as directed.

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

9. Prepares and recommends changes to library budget, as directed.

10. Assists teachers with classes, but is NOT responsible for developing Information Skills Lessons.

11. Assists students doing independent research and with library skills classes.

12. Assists teachers with storytime for students, and with instructing students to use library systems.

13. Provides staff development on library and computer systems on an individual basis.

14. Performs other related duties, including special projects, as required or requested.

Education/Experience: Education equivalent to graduation from high school, with two (2) or more years of college/technical school coursework in education, library media or technology preferred.  One (1) or more years of library experience is preferred.  Demonstrated proficiency with computer hardware and software, including PC and Mac OS platforms is desired.
Licensure/Qualifying Standards: None.
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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.

