
BRUNSWICK SCHOOL DEPARTMENT 
46 Federal Street 

Brunswick, Maine 04011 
 

 
 

JOB DESCRIPTION 
 

TITLE:     LIBRARY/AUDIOVISUAL ASSISTANT 
 (Educational Technician II)                                        
 
QUALIFICATIONS: In addition to those qualifications needed for Educational 

Technician II positions, special qualifications desired in this 
position are:  

o Ability to write and communicate effectively 
o Knowledge of computers, and the ability to provide assistance with computers (Mac, 

Google Drive and Microsoft Office experience a plus) 
o Ability to troubleshoot A/V equipment and provide technical assistance 
o Interest in technology, and in learning and integrating new technology 
o Ability to assist with video and photos; a knowledge of iMovie a plus 
o Ability to be flexible and multitask, and a desire to be of assistance to others 

      
   
REPORTS TO:                High School Librarian 
 
JOB GOAL: To oversee A/V equipment and software use for 
 students and staff. 
  
REQUIREMENTS and RESPONSIBILITIES:  
 

1. Schedules use of audiovisual equipment and software, including laptop carts. 
2. Delivers or supervises delivery of audiovisual equipment and software. 
3. Supervises the use of materials and equipment in the audiovisual area. 
4. Oversees delivery of audiovisual equipment for after-school use at faculty meetings, special 

events, and by Merrymeeting Adult Education. 
5. Trains teachers and students in proper use of audiovisual equipment such as projectors, 

eReaders, etc. 
6. Troubleshoots problems teachers and students have with use of audiovisual equipment. 
7. Manages circulation desk and trains and supervises student assistants who work there. 
8. Creates and maintains forms at the circulation desk and in the AV room. 
9. Shelves books and audiovisual software; reads shelves as time permits. 
10.  Assists students with the online catalog and other computer resources to locate and use a 

variety of print and non-print library materials. 
11.  Assists with supervision of students using the library. 
12.  Promotes adherence to federal copyright law by teachers and students. 
13.  Recommends supplementary educational materials to accompany audiovisual programs. 
14.  Inventories audiovisual equipment annually and cleans and performs or schedules repairs. 
15.  Produces or assists teachers and students with producing instructional materials with the 

laminator, photocopier and other audiovisual equipment. 
16.  Informs the librarian of audiovisual supplies which need to be ordered. 
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17.  Collaborates with the librarian on purchase of audiovisual software and equipment for the 

library. 
18.  Familiarizes self with the curriculum in order to inform teachers of audiovisual software or 

online programs appropriate for their classes. 
19.  Assists teachers and students in selecting and locating appropriate audiovisual software 

and programs. 
20.  Collaborates with teachers about curricular needs to plan for improved audiovisual use; 

works with teachers to develop back-up plans for substitutes related to use of audiovisual 
materials. 

21.  Assists the librarian, teachers and students with audiovisual and video production projects 
as needed. 

22.  Helps to promote the use of the library by assisting with displays and exhibits. 
23.  Collaborates with school and district technology staff on inventory of computers, software       

and AV equipment. 
24.  Sends technology and library repair requests to SchoolDude or appropriate personnel. 
25.  Completes other appropriate tasks as determined by the librarian and/or building principal. 
26.  Implements and promotes Brunswick School Department policies and procedures. 
27.  Attends scheduled Support Staff meetings with the school administration. 
28.  Assist with STEM projects and equipment in the BHS Library’s Makerspace, including the 

3D printer. 
 
QUALIFICATIONS: 
 
In addition to those qualifications needed for Educational Technician II positions, special 
qualifications desired in this position are:  
 
 Ability to write and communicate effectively 
 Knowledge of computers, and the ability to provide assistance with computers (Mac, Google 
 Drive and Microsoft Office experience a plus) 
 Ability to troubleshoot A/V equipment and provide technical assistance 
 Interest in technology, and in learning and integrating new technology 
 Ability to assist with video and photos; a knowledge of iMovie a plus 
 Ability to be flexible and multitask, and a desire to be of assistance to others 

  
 
TERMS OF EMPLOYMENT: 
 
EVALUATION: 

To perform successfully in this position, an individual must perform each duty and responsibility 
satisfactorily. The requirements are representative of the knowledge, skill, and ability required. 
Reasonable accommodations may be made to individuals with disabilities to perform the essential 
functions. 
 
I have read and understand the terms and conditions of this position. 
 
Employee’s Signature:      Date:    
 

 


