
TITLE:  MEDIA SPECIALIST
QUALIFICATIONS
1. Idaho Teaching Certificate with Library Media Specialist (K-12) or Teacher Librarian endorsement
2. Previous library experience preferred
3. Demonstrated ability related to collection development, information technology, research methodology, and library program designs for children and adolescents

4. Ability to effectively present information in one-on-one, small group situations, and peer-to-peer situations
5. Excellent oral communication skills including ability to read stories, keep students’ attention, and communicate/co-teach with faculty
6. Familiarity with the Idaho Information and Communication Technology Standards and ability to help students meet them
7. Works well with students and staff

8. Interest in and aptitude for books and libraries
9. Knowledgeable with computers, including knowledge of word processing, data bases, spreadsheets, reports, and periodical, reference, electronic and/or online books, mobile computing devices, book search programs, digital research, digital citizenship, and social media management
10. Works well under pressure and deadlines
11. Excellent organizational skills
12. Maintain confidentiality of staff and students

PRIMARY RESPONSIBILITY TO
Building Principal OR District Library Coordinator
JOB SUMMARY

To develop and coordinate educational media services, and to assist teachers and students in the effective use of the media center and information technology as a learning resource to support the school's curriculum.  To develop students' information literacy skills.
MAJOR DUTIES AND RESPONSIBILITIES
Media Center Materials and Operations
1. Be responsible for the operation and supervision of the school media center 
2. Maintain a comprehensive and efficient system for cataloging all media center materials and instruct teachers and students on use of the system 
3. Evaluate, select, and purchase new media center materials based on current curriculum and recommendations from building staff, students, and book catalogs 
4. Prepare and administer the media center budget 
5. Supervise the clerical activities necessary for the effective operation of the media center 
6. Make labels as needed using Dewey Decimal Classification System 
7. Shelve and maintain books, audio-visual equipment, and other library resources appropriately 
8. Mend and repair books and other library materials 
9. Assess and assist in collecting library fines, if applicable, and reimbursements for lost or damaged books 
10. Conduct a yearly inventory of books and equipment 
11. Strive to provide students with a large and varied selection of high-quality age-appropriate books as described by the “Improving Access to Books and Other Reading Materials” section of the Idaho Comprehensive Literacy Plan:  Birth – 12th Grade when practical.

12. Troubleshoot computer and technology problems on library computers 
13. Order, display, and file periodical literature 
14. Circulate library materials or train teachers or aids to perform this task 
15. Maintain bookkeeping functions regarding overdue books, fines, and notices of fines 
16. Manage equipment such as computers, copiers, the intercom system, calculators, laminators, the telephone system, scanners, and digital cameras 
17. Develop and/or maintain appropriate policies and procedures regarding the operation of the media center.

18. Create and maintain a 3-5 year strategic plan for the library space and its technology and collection.

19. Create a positive atmosphere in the library that encourages student and staff use 

Work Directly with Students

1. Provide a sequential program of library skills instruction and instructs students in the use of various types of materials and information technology 
2. Help students to develop skill in the use of reference material in relation to planned assignments 
3. In a collaborative effort or at the request of the teacher, integrate library and research skills into lessons on any subject 
4. Conduct orientations in library procedures for student library assistants

5. Supervise student library assistants 
6. Monitor student computer and library materials use on a sign-in basis 
7. Teach students library science skills and promote proper use of library resources
8. Teach students digital citizenship skills such as cyberbullying awareness, responsible use of social media, and online safety 
9. Share books with students through oral readings, book talks, reading programs, dramatizations, and other appropriate activities to stimulate interest in reading 
10. Be familiar with online resources such as websites, search engines, and databases to assist students with information retrieval 
11. Provide instruction on content evaluation, with particular focus on online resources
Work with Staff
1. Collaborate with teachers to integrate information literacy competencies across the curricula 
2. Assist teachers in the selection of books and other instructional materials and make media center materials available to supplement the instructional program 
3. Inform teachers and other staff of new acquisitions by the media center 
4. Conduct in-service education for teachers in the effective evaluation, selection, and use of media and other relevant topics, and maintain professional library materials for teacher use 
5. As requested by teachers, select and pull items for thematic units  

6. Coordinate library skills instruction with classroom instruction, and work to achieve curriculum content standards and district educational goals and objectives 
7. Help create and distribute a library class schedule for the instructional year 
8. Supervise the work of the Library Paraprofessional 
Other

1. Promote relationships with external information sources (i.e. the local public library) and participate in electronic networks and resource sharing systems to expand the media center's capacity to access information globally 
2. Be familiar with all relevant federal and state law, administrative rules, and Board policy and follow them 
3. Keep immediate supervisor informed of activities and any issues that may arise 
4. Attend faculty meetings as required 
5. Assume responsibility for his or her continuing professional growth and development by such efforts as attendance at professional meetings, membership in professional organizations, enrollment in advanced courses, and by reading professional journals and other publications 
6. Adhere to The Code of Ethics of the Idaho Teaching Profession adopted by the Professional Standards Commission and the State Board of Education 
7. Adhere to modern best practices for school librarianship
8. Seek assistance should emergencies arise
9. Represent the school district in a positive manner

10. Know and follow school district policy and chain of command
11. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated annually by the Building Principal OR District Library Coordinator in conformance with district policy and IDAPA 08.02.02.120.
TERMS OF EMPLOYMENT
By contract as determined by the Board of Trustees in accordance with federal and state law, administrative rules, and Board policy.
NOTE
All certificated and non-certificated employees and other individuals are required to undergo a criminal history check and submit to fingerprinting.  Any applicant convicted of any of the felony crimes enumerated in Section 33-1208, Idaho Code may not be hired, and any applicant convicted of any felony offense listed in Section 33-1208(2), Idaho Code shall not be hired.

Legal Reference:
I.C. § 33-512

Governance of Schools



I.C. § 33-513

Professional Personnel



I.C. § 33-515

Issuance of Renewable Contracts




I.C. § 33-1201

Certificate Required



I.C. § 33-1210

Information on Past Job Performance



IDAPA 08.02.02.023.13
Library Media Specialist

IDAPA 08.02.02.120
Local District Evaluation Policy—Teacher and Pupil Personnel Certificate Holders
These model job descriptions are authorized solely for the use of ISBA members who subscribe to ISBA Policy Services. They are not intended for, nor authorized for, any other purpose or use. Such materials shall not be copied, distributed, or otherwise used by any agent, employee, individual, or organization except as necessary for official District/Charter business by authorized ISBA Policy Services subscribers. Any personal, private, proprietary, or non-subscribed use is strictly prohibited.
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