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JOB DESCRIPTION: Library Coordinator 
TITLE:    
Library Coordinator 
 
QUALIFICATIONS:  
Minimum of a high school diploma or GED.  In order to perform this job, the employee must have 
excellent written and verbal communication skills.  They must have the ability to work with 
frequent interruptions and manage multiple tasks at the same time.  The employee must be 
proficient in the use of technology.  Knowledge of and experience in the ways that libraries 
function is preferred.  The employee must be willing to adhere to the District’s policies and 
procedures.     
REPORTS TO:    
Elementary and Middle School/High School Principal 
 
RECIEVES GUIDANCE FROM:    
Superintendent, Business Manager and Technology Director 
 
PHYSICAL DEMANDS:  
While performing the duties of this job, the employee is regularly required to sit, stand, walk, write, 
and speak.  The employee may occasionally be required to lift objects up to 35 pounds in weight.  
The employee may be required to push, pull, reach, stoop and turn.   
 
GENERAL DESCRIPTION:  
The Library coordinator work in and ensures the smooth operation of the k-12 library in the 
Garretson School District.  The Library Coordinator is expected to coordinate and work with the 
Siouxland Libraries to ensure that students have access to a wide variety of library resources.  The 
Library Coordinator is also responsible for teaching elementary and secondary students how to 
access and use the library.    
 
 
ESSENTIAL FUNCTIONS: 

1.  Conduct the affairs of the library in a way that adheres to the Mission of the Garretson 
School District; 

2.  Directs and manages the organizational procedures to ensure that students have access to 
physical and electronic resources in an efficient and effective manner.   

3. Ensure that materials returned to the library are available for check out in an efficient manner. 
4. Manage and conduct clerical duties with precision, ensuring that materials and resources are 

available to all students. 
5. Manages and organizes the physical space and materials to ensure that all materials and 

resources are stored in an orderly and presentable manner.   
6. Coordinate procedures, physical resources and electronic resources with the Siouxland 

Libraries. 
7. Maintains an interesting and visually pleasing arrangement in the library, changing book 

related displays and exhibits likely to interest the students. 



8. Manage and supervise students to ensure a safe, orderly environment that is conducive to 
learning. 

9. Act as a resource to staff members in the selection or books, instructional materials and 
online resources to supplement the instructional program. 

10. Lead appropriate classroom activities to teacher students how to use the library’s resources. 
11. Facilitate inter-library loans for students and staff. 
12. Weed out obsolete or worn materials from the collection. 
13. Instruct and assist students and staff in the proper use and function of equipment in the 

library. 
14. Maintains and updates a current inventory of all books, resources and equipment located I 

the library. 
15. Perform other duties as required by the administration. 

 
 
TERMS OF EMPLOYMENT:   
The Library Coordinator is an At-Will position.  Hourly wage and benefits to be determined by the 
board. Hours shall be set by the superintendent.  Overtime shall only be available with permission 
from the Superintendent.   The Library Coordinator is expected to work regular hours while school 
is in session.  Additional hours may be available as determined by the Superintendent.  
 
 
EVALUATION:   
Job performance will be reviewed at least annually by the Principals. 
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