DAWSON SPRINGS INDEPENDENT SCHOOL DISTRICT JOB DESCRIPTION

CLASS TITLE: LIBRARY MEDIA SPECIALIST                                                                          JOB CLASS CODE: 1060

BASIC FUNCTION 

The school librarian manages the school library media center, supports student learning, promotes literacy, and collaborates with teachers to integrate research and information skills into the curriculum. This role fosters a welcoming environment that encourages reading, inquiry, and responsible use of information and technology.

REPRESENTATIVE DUTIES

Library Management

· Manage and supervise the organization and operation of the school library/media center.
· Maintain and organize the library collection, including books, digital resources, and media materials 
· Oversee circulation, cataloging, and inventory of materials 
· Evaluate, select, and order new resources aligned with curriculum needs 
· Ensure the library space is clean, organized, and conducive to learning 
Instruction & Collaboration
· Conduct and facilitate activities and projects to provide quality school library media services to students and teachers which support the curriculum parameters and instruction.
· Teach students research skills, digital literacy, and information evaluation
· Teach students reading skills
· Collaborate with teachers to plan and support instructional units and projects 
· Assist students and staff in locating and using resources effectively 
· Support curriculum goals through resource integration 

Technology & Media Support

· Stay abreast of technological advancements by attending seminars, workshops, etc., for up to-date training.
· Provide leadership and direction to assigned school as they implement instructional technology plans, particularly as they relate to library and information services.
· Manage and promote digital resources, databases, and online tools 
· Assist students and staff with technology use related to research and learning 
· Promote responsible digital citizenship 
· Use various kinds of equipment effectively.

Student Engagement & Literacy Promotion

· Encourage reading through book talks, displays, and reading programs 
· Organize events such as book fairs, author visits, or literacy initiatives 
· Create a welcoming and inclusive environment for all students 



Administrative Duties

· Prepare, administer, monitor, amend, and keep an accounting of budget designated for library/media center; attend to all recordkeeping, correspondence, requests, meetings, related to library/media center. 
· Maintain knowledge of current statutes, policies, guidelines, regulations, trends and research that affect the instructional program and assist assigned school in remaining current on such information related to school library media services.
· Develop and manage the library budget 
· Supervise students and maintain appropriate behavior expectations 
· Demonstrate a commitment to professional growth.
· Demonstrate effective interpersonal and communication skills.
· Adhere to professional Codes of Ethics adopted by the Kentucky Education Professional Standards Board.
· Maintain regular attendance.
· Perform other duties as assigned by Principal, Assistant Principal or District Administration.
 
KNOWLEDGE AND ABILITIES

Knowledge of:

· Curriculum, instruction and assessment.
· Record-keeping techniques.
· Operation of a computer terminal and data entry techniques.
· Oral and written communication skills.
· Research methods and report writing techniques.
· Laws, rules and regulations related to assigned activities.
· Policies and objectives of assigned program and activities.
· Interpersonal skills using tact, patience and courtesy.
· Technical aspects of field of specialty.

Ability to:

· To perform the responsibilities as previously outlined.
· Understand and follow oral and written directions.
· Communicate effectively both orally and in writing.
· Establish and maintain cooperative and effective working relationships with others.
· Maintain records and prepare reports.
· Operate a computer terminal.
· Prioritize and schedule work.
· Learn, apply and explain policies, procedures, rules and regulations.
· Maintain current knowledge of program rules, regulations, requirements and restrictions.
· Determine appropriate action within clearly defined guidelines.
· Work independently with little direction.
· Meet schedules and time lines.



PHYSICAL DEMANDS

· Work is performed while standing, sitting and/or walking
· Requires the ability to communicate effectively using speech, vision and hearing
· Requires the use of hands for simple grasping and fine manipulations
· Requires bending, squatting, crawling, climbing, reaching
· Requires the ability to lift, carry, push or pull light weights
· Reasonable accommodation may be made to enable a person with a disability to perform the essential functions of the job.

EDUCATION AND EXPERIENCE: Three years of successful teaching experience

LICENSES AND OTHER REQUIREMENTS: Kentucky certification for Library/Media Science (K-12)

REPORTS TO: Building Principal and District Administration

