
PINON UNIFIED SCHOOL DISTRICT NO. 4 
JOB DESCRIPTION 

Librarian Technician       Board Approved  8/3/15 

 
 
POSITION/TITLE:   Library Technician 
 
TERMS OF EMPLOYMENT:  10 Months 
SALARY:    Classified Placement Schedule – Grade 2 
FLSA STATUS:   Non-Exempt    
BENEFITS:    Standard Package 
 
QUALIFICATIONS: 
1. Associate’s Degree or 60 credit hours or pass the Approved Para-Pro Test. 
2. Demonstrated typing/computer skills. 
3. Working knowledge of office machines. 
4. Ability to maintain accurate file system. 
5. Knowledge of cataloging and library reference material. 

6. 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 invite intellectual growth and to aid all students in acquiring the skills needed to take full 
advantage of media center resources. 

 
DUTIES AND RESPONSIBILITIES: 
1. Provides clerical assistance to the supervisor for smooth operation of the media center. 
2. Assists in operating the media center under direction of the librarian. 
3. Maintains files of catalog cards, vertical file material, publishers’ catalogs, etc. 
4. Informs teachers and other staff members concerning new materials acquired by the media center. 
5. Maintains a comprehensive and efficient system for cataloging all media center materials and instructs teachers 

and students on use of the system. 
6. Maintains a tracking system for inter-library loan of materials of interest or use to teachers. 
7. Readies materials for reserve on teachers’ requests and maintains the reserve shelf. 
8. Helps students locate reference materials and other instructional materials. 
9. Assists supervisor in arranging frequently changing book related displays and exhibits likely to interest the media 

center’s patrons. 
10. Monitors attendance in the Library and keeps attendance records. 
11. Prepares current magazines for shelving and maintains the back-number stacks. 
12. Assists in the annual inventory of the Library and the preparation of lists of missing materials and materials to be 

discarded. 
13. Shelves incoming materials. 
14. Maintains current inventory of supplies. 
15. Provides for the general neatness and attractiveness of the media center and its displays. 
16. Performs other duties as assigned.   
17.  
REPORTS TO:  Principal 
 
EVALUATION: Performance will be evaluated in accordance with the Board’s policy on Evaluation of 

Support Services Personnel. 
 
 
Employee’s Signature: __________________________________________  Date: ________________ 


