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GODDARD USD 265 
CERTIFIED JOB DESCRIPTION 

 
POSITION:    Media Specialist 
 
RESPONSIBLE TO:   Building Principal 
 
EVALUATED BY:   Building Administration 
 
TERMS OF EMPLOYMENT: Kansas Teacher Contract Law 
 
JOB DESCRIPTION: Provides access to media materials in all 

formats; provides instruction to foster 
competence utilizing information and ideas; 
stimulates interest in reading; works with 
staff to design learning strategies and find 
materials to meet the needs of students; 
selects, orders, organizes, and maintains 
print and non-print media and hardware.  

 
ESSENTIAL DUTIES AND RESPONSIBLITIES: 
 
In the area of administration, management, and supervision, the library media specialist 
shall: 
 

1. Adopt a media philosophy. 
2. Utilizes School Improvement Plan when developing and implementing 

instructional strategies. 
3. Formulate long-and short-range goals and propose implementation and evaluation 

procedures to achieve them. 
4. Utilize the district’s adopted selection policy to develop a collection of resources 

that enhance teaching and learning. 
5. Maintain open channels of communication throughout the district and 

community. 
6. Establish a public relations program that will effectively inform both school and 

community of library media program activities. 
7. Manage and develop special activities to promote reading.  
8. Maintain professional resources for teachers, inform them about new materials, 

and involve them in selection. 
9. Foster an atmosphere that encourages student and faculty usage conducive to 

reading and study. 
10. Assist in the selection, training, scheduling, supervising, and evaluating of 

building library media support personnel as well as student assistants and 
volunteers. 

11. Adopt an approved, comprehensive, and efficient system of cataloging and 
classifying all resources. 

12. Maintain accurate records of library media center holdings including acquisition, 
circulation, and maintenance. 
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13. Establish a recommended plan for acquisition and replacement of hardware and 
software. 

14. Execute a maintenance program for material and equipment. 
15. Organize the storage and handling of all resources for convenience, availability, 

and effective use. 
16. Investigate and evaluate products, services, and equipment available for purchase 

or lease/rental. 
17. Maintain a collection of publishers and vendor catalogs in the library media 

center. 
18. Supervise the lending and borrowing of interlibrary loan materials through an 

online system. 
19. Coordinate daily operation of building library media center. 
20. Schedule research classes and small groups into the media center, supervise 

research, and assist in behavior management. 
 
In the area of planning, curriculum, and responsibilities, the library media specialist 

shall: 
 

1. Prepare purchase orders based on the annual budget for the library media center 
and submit to proper administration. 

2. Team with teachers to design instruction which when developed incorporates the 
information resources and approaches needed to achieve outcomes. 

3. Collaborate with the principal and teachers to ensure the library media program is 
fully integrated into the school curriculum. 

4. Be an active participant in school curriculum and technology committees. 
5. Teach the skills of information location, access, evaluation, use, and 

communication as they relate to the program of instruction to both students and 
teachers. 

6. Assist in the evaluation of student achievement of information outcomes. 
7. Introduce and publicize resources and prepare bibliographies so teachers are 

informed of new materials that they may utilize. 
8. Be informed and knowledgeable about school philosophy, curriculum instruction, 

and the total educational program. 
9. Assists with the QPA/MTSS process to promote school improvement plan. 

 
In the area of collection development and maintenance, the library media specialist shall: 
 

1. Select and order materials appropriate for the grade level and curriculum of the 
building, which meet the criteria of the selection policy, but also provide 
materials for students who function above and below grade level. 

2. Eliminate materials that are outdated, worn, or no longer used. 
3. Update on-line circulation and catalog system when needed. 
4. Do a yearly inventory to determine status of the collection. 
5. Serve on any book “challenge” committee when needed.  

 
In the area of instruction, the library media specialist shall: 

 
1. Provide orientation to staff and students through inservice programs. 
2. Provide information literacy skills instruction. 
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3. Convey enthusiasm for books and reading through specific activities and 
individual guidance promoting the development of reading skills and 
appreciation. 

 
   
 
In the area of technology, the library media specialist shall: 
 

1. Promote the use of technology as an information resource. 
2. Train students and teachers in the effective use of technology, as it applies to the 

library. 
3. Utilize technology, including, but not limited to, the librarian’s office computer 

and management software. 
4. Instruct students to be discerning, responsible, and ethical users of information. 
5. Possess the knowledge to use all library equipment. 

 
 
In the area of professionalism, the library media specialist shall: 
 

1. Have a working knowledge of national and state legislation affecting the school 
library media program and apply this to library media center operations. 

2. Keep educationally and professionally informed by participating in professional 
organizations, coursework, workshops, conferences, and by the reading of 
professional literature. 

3. Work to coordinate resources and activities with area libraries. 
4. Demonstrate compassion, patience, and understanding of the diversity of all 

students. Students are treated with dignity and respect in all school settings. 
5. Attend and participate in assigned staff/team meetings. 
6. Attend and participate in assigned district and building in service programs and 

activities including read night. 
7. Develop an individual plan for professional growth, evidenced by recorded 

efforts, which enhances district/building and individual goals. 
8. Meet assigned building and district responsibilities. 
9. Adhere to and support building and district policies, procedures, and regulations. 

Follow legal requirements, school board policies, administrative regulations, i.e. 
emergency procedures, building behavior codes and interventions, harassment 
laws, confidentiality policies, and report requirements for child abuse, etc. 

10. Present self in a professional manner, i.e. spoken language is audible and 
accurate; written language is legible; dress is appropriate to the classroom 
situation. 

11. Follow appropriate channels in resolving concerns and problems. 
12. Punctual and reliable. 
13. Cooperative and supportive of students, families, and colleagues. Is respectful of 

others. 
14. Maintain a cordial relationship with colleagues to fulfill professional 

responsibilities. 
15. Interact positively with students and parents, i.e. daily library interaction and 

parent meetings. 
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16. Any certified teacher may be assigned to any classroom for which his/her license 
qualifies him/her, if such an assignment is deemed by the district or school 
administration to be in the best interest of the school/district program. 

 
REQUIRED QUALIFICATIONS: 
 

Bachelor Degree. Certified by the Kansas Department of Education as a Media 
Specialist for grade levels served. 

 
ATTENDANCE REQUIREMENTS: 
 
 As required in the contract and school board policy. 
 
PERFORMANCE ASSESSMENT: 
 

Performance will be assessed by the building administration in accordance with 
district and state policies and approved procedures. 
 
 
All duties and expectations for this job description will be in compliance with the 
media specialist’s contract and negotiated agreement. 

 
 

I have received and read this job description. 
 
 
_________________________________________  _______/_______/_______ 
  Teacher’s Signature                Date 
 
 
_________________________________________  _______/_______/_______ 
  Principal’s Signature                Date 

 


