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PUTNAM COUNTY SCHOOLS 

JOB DESCRIPTION 
 

Position: Media Aide* 
 
Evaluated by: Building Principal/Assistant Principal 
 
Job Description: The Media Aide supports the instructional program, supervising students 

in the library and/or technology lab. 
 
Qualifications: Holds a high school diploma or GED. 
 Holds “Aide” classification. 
 Possesses strong oral and written communication skills. 
 Holds valid CPR and first aid cards. 

Has signed a Supervisory Aide Agreement 
 
Length of Employment: 200 Days 
  
Responsibilities: The Media Aide shall have the following responsibilities and duties: 
 

1. To exercise authority and control over students when in the library/technology lab. 
2. To provide basic instruction to students in use of library/technology, proper care for library 

materials/technology and other subjects as assigned by administrator. 
3. To circulate library materials and notify students, parents and school personnel when library 

materials are overdue. 
4. To create a warm, inviting environment conducive to developing students’ appreciation for 

reading and technology. 
5. To set up and operate equipment for instruction. 
6. To prepare materials for instruction and student use. 
7. To assist the teacher with escorting students to and from the library/technology lab. 
8. To provide library/technology assistance to students. 
9. To maintain orderly library by shelving library materials promptly and correctly 
10. To seek recommendations from students and staff for materials to be included in the 

collection. 
11. To prepare orders for library materials and submit them to the administrator for approval 
12. To assist and supervise special needs students in the library/technology lab. 
13. To assist in maintaining an inventory of materials and supplies. 
14. To assist in the modification of materials and instructional activities for special needs 

students. 
15. To practice good safety habits. 
16. To perform clerical duties such as filing and typing for library/technology purposes. 
17. To be aware of medications administered to students. 
18. To maintain confidentiality of students’ records. 
19. To supervise students in a non-instructional setting. 
20. To supervise students in an emergency situation. 
21. To perform other duties as assigned by administrator.  

 
Work Habits:  The Media Aide shall exhibit the following work habits: 

 
1. Maintains work habits that facilitate a positive work environment. 
2. Displays knowledge within assigned area(s) of responsibility. 
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3. Maintains, completes and submits required reports in a timely fashion. 
4. Maintains and/or upgrades skills within area(s) of responsibility. 
5. Follows county rules and regulations. 
6. Performs duties efficiently and productively. 
7. Maintains a high quality of work. 
8. Displays behaviors that enhance the development of students. 

 
Classifications: 
 

 Aide II: Personnel employed as an aide who have completed a training program approved by the 
state board of education, or who hold a high school diploma GED.  Only personnel 
classified in at least an Aide II classification shall be employed as an exceptional 
education aide. 
 

Aide III: Personnel employed as an aide who hold a high school diploma or GED and have 
completed a minimum of six semester hours of college credit through an institution of 
higher education or are employed as an exceptional education aide and have completed 
one year of experience as an exceptional education aide. 

 
Aide IV: Personnel employed as an aide who hold a high school diploma GED and have 

completed a minimum of 18 semester hours of college credit through a regionally 
accredited institution of higher education or who have completed 15 semester hours of 
state board approved college credit through a regionally accredited institution of higher 
education and an in-service training program determined to be equivalent to three 
semester hours of college credit. 

 
Paraprofessional: Personnel employed as an aide who, for pay purposes only, hold a   

Paraprofessional Certificate.  


