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POSITION/TITLE:  Librarian 
 
TERMS OF EMPLOYMENT: 10 Months 
SALARY:   As Per District Salary Schedule 
FLSA STATUS:  Exempt 
BENEFITS:   Standard Package 
 
QUALIFICATIONS: 
 
1. Arizona Department of Education teacher certification (certificate, endorsement and fingerprint card) is required. 
2. B.A. or B. S. in Library Science. 
3. Related experience is required. 
4. Bilingual or ESL Endorsement required. 

5. Must have proven successful employment record. 
 
JOB GOAL: To provide all students with an enriched library environment containing a wide variety and range of 

materials that will incite intellectual growth 
 
DUTIES AND RESPONSIBILITIES: 
 
1. Operates and supervises the media center to which assigned. 
2. Evaluates, selects, orders, and requisitions new media center materials. 
3. Maintains file of catalog cards, vertical file materials, publisher’s catalogs, etc.  
4. Assists teachers in the selection of books and other instructional materials and makes media center materials 

available to supplement the instructional program. 
5. Informs teachers and other staff members of new materials the media center acquires. 
6. Maintains a comprehensive and efficient system for all media center materials and instructs teachers and 

students on use of the system. 
7. Arranges for inter-library loan of materials of interest or use to teachers. 
8. Readies materials for reserve on teachers’ request and maintains the reserve self. 
9. Writes weekly notices to homeroom teachers concerning overdue books and collects fines for such books. 
10. Works with teachers in planning those assignments likely to lead to extended use of media center resources. 
11. Promotes appropriate conduct of students using media center facilities. 
12. Helps students to develop habits of independent reference work and develop skill in the use of reference 

materials in relation to planned assignment. 
13. Helps students locate reference materials and other instructional materials. 
14. Presents and discusses materials with a class studying a particular topic, on the invitation of the teacher. 
15. Reads to small groups of students. 
16. Assists teachers in maintaining proper student discipline of classes using the media center. 
17. Participates in curriculum meetings. 
18. Counsels with and gives reading guidance to students who have special reading problems or unusual intellectual 

interest. 
19. Arranges frequently changing books-related displays and exhibits likely to interest the media center’s patrons. 
20. Prepares and administers the media center budget. 
21. Makes simple repairs on damaged books and processes more severely damaged books for repair at the bindery. 
22. Monitors attendance in the media center and keeps attendance records. 
23. Prepares current magazines for shelving and maintains the back-number stack. 
24. Assists in the annual inventory of the media center and the preparation of lists of missing materials and materials 

to be discarded. 
25. Shelves incoming materials. 
26. Maintains current inventory of supplies and suggests items for acquisitions as needed. 
27. Oversees the general neatness and attractiveness of the media center and its displays. 
28. Supervises media center aides in performance of their duties. 
29. Weeds obsolete and worn materials from the collections. 
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30. Supervises the clerical routines necessary for the smooth operations of the media center. 
31. Teach special exploratory classes in content and language with lesson plans, objectives, etc. and grade students 

as required for any class 
32. Performs other duties as assigned  
 
 
REPORTS TO:  Principal 
 
EVALUATION: Performance will be evaluated in accordance with the Board’s policy on Evaluation of 

Professional Personnel. 
 
Employee’s Signature: _________________________________  Date: _______________ 


