
BRUNSWICK SCHOOL DEPARTMENT 
46 Federal Street 

Brunswick, Maine 04011 
 
 
 
 

JOB DESCRIPTION 
 

TITLE:  LIBRARY ASSISTANT-Educational Technician II-BHS 
 
QUALIFICATIONS: Certified Library Media Specialist (K-12) by the 
 Maine Department of Education. 
   
REPORTS TO: High School Librarian 
 
JOB GOAL: To assist students and teachers with the online catalogue 
 and other computer resources to locate and use a variety 
 of print and non-print library materials. 
  
REQUIREMENTS and RESPONSIBILITIES:  
 

1. Assists the librarian with classes using the library by helping students locate and use 
materials. 

2. Assists with supervision of students using the library. 
3. Checks new materials orders against the catalogue before preparing purchase orders. 
4. Prepares purchase orders. 
5. Checks materials and supplies received against purchase orders. 
6. Follows up on outstanding items on purchase orders. 
7. Maintains accurate record of items ordered and of balances in budget accounts. 
8. Catalogs and processes all new materials including books and DVDs. 
9. Orders and catalogs eBooks on the library’s eReaders. 
10. Maintains inventory of needed supplies and orders. 
11. Tracks overdue library materials, generates and delivers overdue notices, and prepares bills 

for lost or damaged materials. 
12. Assists library with weeding the collection. 
13. Withdraws materials from the collection as directed by the librarian and updates online 

catalog to reflect withdrawals. 
14. Assists with annual inventory of materials. 
15. Sorts and processes library mail daily. 
16. Maintains check-in records for magazine and newspaper subscriptions. 
17. Processes and displays new magazines and newspapers. 
18. Checks with publishers and subscription services regarding problems with magazine or 

newspaper subscriptions. 
19. Assists with shelving books. 
20. Reads shelves as time permits. 
21. Repairs books. 
22. Prepares forms, memos and letters as needed by the librarian. 
23. Assists the librarian with preparation of bibliographies or carts of books. 
24. Assists the librarian with development of reserve collections. 
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25. Answers the phone. 
26. Orders, tracks and returns interlibrary loan materials requested by students and teachers. 
27. Maintains back file of magazines and newspapers; discards issues. 
28. Assists with responsibilities of other library staff members during their absence. 
29. Prepares staff orders for books and audiovisual materials. 
30. Maintains the paper and toner in the library’s photocopiers and printers. 
31. Collaborates with the librarian on purchase of new books and audiovisual software for the 

library collection. 
32. Familiarizes self with the curricula in order to alert teachers to library materials that may be 

appropriate for their courses. 
33. Helps to promote the use of the library by assisting with displays and exhibits. 
34. Completes other appropriate tasks as determined by the librarian and/or building principal. 
35. Implements and promotes Brunswick School Department policies and procedures. 
36. Attends scheduled Support Staff meetings with the school administration. 

 
 

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:    
 

 
 

 

  


