
JOB DESCRIPTION 

PRESCOTT SCHOOL DISTRICT NO. 402-37 

 

JOB TITLE:  SCHOOL LIBRARIAN 

 

EXEMPT  NO       JOB CODE:  VARIES 

SALARY LEVEL:  PARA SALARY OR CERTIFICATED AS APPLICABLE 

REPORTS TO: PRINCIPAL/SUPERINTENDENT 

      

PREPARED BY:  PATTI JOHNSON /JODI THEW DATE:  JANUARY 21, 2017 

APPROVED BY: BRETT COX    DATE:  JANUARY 21, 2017 
 

SUMMARY: Assesses and meets needs of students and faculty for information and develops programs to 

stimulate students’ interests in reading and use of types of resources by performing the following duties: 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned: 

 

 Selects and organizes books, periodicals and other materials and equipment. 

 Suggests appropriate books to students for classroom assignments and personal reading. 

 Plans and carries out program of instruction in use by school library media center. 

 Establishes procedures for check-out and return of library materials. 

 Prepares and administers budget for media center. 

 Confers with parents, faculty, public librarians and community organizations to develop programs to 

enrich students’ communication skills. 

 Reviews records to compile lists of overdue materials and notifies borrowers to arrange for their return. 

 Attends meetings, as required. 

 Evaluates library collection for retention within collection (e.g. repairing damaged books, 

recommending retirement of books, periodicals) for the purpose of ensuring availability of books and 

library materials. 

 Operates a variety of media equipment for the purpose of providing library media services to students 

and staff. 

 Instructs students on how to use library resources including research tools online. 

 May attend staff meetings and building events, such as open house. 

 Compiles and maintains equipment and supply inventory records. 

 Determines needs and orders supplies and materials, within assigned budget limits. 

 

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to 

perform each essential job duty satisfactorily.  The requirements listed below are representative of the 

knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 Successful experience working with children. 

 Ability to work independently, and to independently learn operations, procedures, processes and use of 

equipment. 

 Ability to exercise sound, independent judgment, including handling of confidential matters. 

 Ability to keep work organized and carry out duties effectively under pressure. 

 Ability to communicate clearly and concisely, with courtesy and respect. 

 Ability to interact with others in the work environment, including the ability to adapt to new or different 

conditions. 

 Ability to be dependable, including good habits in attendance and punctuality. 

 



EDUCATION AND/OR EXPERIENCE:  Master’s Degree (MA) 

 

LANGUAGE SKILLS:  Ability to read, analyze, and interpret common scientific and technical journals, 

financial reports and legal documents.  Ability to respond to common inquiries or complaints from customers, 

regulatory agencies or members of the business community.  Ability to write speeches and articles for 

publication that conform to prescribed style and format.  Ability to effectively present information to top 

management. 

 

MATHEMATICAL SKILLS:  Ability to calculate figures and amounts such as discounts, interest, 

commissions, proportions, percentages, area, circumference and volume. Ability to apply concepts of basic 

algebra and geometry. 

 

REASONING ABILITY:  Ability to define problems, collect data, establish facts and draw valid conclusions.  

Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with 

several abstract and concrete variables. 

 

CERTIFICATES, LICENSES, REGISTRATIONS 

 Teaching certificate and library endorsement. 

 
PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is frequently required to walk; use hands to finger, handle or feel objects, tools, 

or controls; reach with hands and arms; and talk or hear.  The employee is occasionally required to stand; sit; climb or balance; and 

stoop, kneel, crouch or crawl. 

 

The employee must frequently lift and/or move up to 10 pounds and occasionally lift up to 50 pounds with assistance.  Specific vision 

abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to 

adjust focus. 

 

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. 

 

* The noise level in the work environment is usually moderate. 


