
 

 

  “Driven by Student Success” 

MISSION- Our purpose is to prepare students to be well balanced citizens ready to participate in a global 

society by providing an engaging and challenging education in a safe environment.  

 

Reports to: Assigned Building Principal 

General Responsibility:  To assist and support the School and Central Administration in providing a 

quality educational environment. 

Status: Full Time, 9-month position; work days and hours will be determined by the Superintendent. 

Payment Rate: Classified Hourly Rate Schedule 

Qualifications: 

 High School Diploma or equivalent plus 60 college credit hours or pass Praxis Paraprofessional 

Test. 

 Ability to interact with small groups of students in both structured learning and interest centers 

 A knowledge of community organizations and social agencies and their functions 

 Familiarity with basic audio/visual equipment 

 Complete Criminal Justice Fingerprinting and Background Clearance 

Duties Shall Include But Are Not Limited To: 

1. Maintain library book, media, and instructional materials collection. 

2. Assist teachers, students and administrators for the purpose of identifying resource materials 

for use in classroom and/or class assignments. 

3. Evaluate media equipment for the purpose of making repairs, providing technical support, 

diagnosing malfunctions and/or recommending acquisitions. 

4. Perform circulation activities (e.g. item check-in and check-out, prepare circulation count, list of 

overdue items, etc.) for purpose of controlling the use, location and availability of items in the 

collection. 

5. Process library books, periodicals, software and “related media materials” (e.g. logging into 

master files, bar-coding, shelving, producing required reports, etc) for the purpose of providing 

students and staff with required materials. 

6. Process new student patron ID numbers; notice of missing, damaged, or overdue books, media 

and materials for the purpose of providing and/or maintain access to library resources and 

securing reimbursement for loses. 
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7. Maintain and use Technology skills 

8. Create Library displays. 

9. Teach library skills to students. 

10. Select read aloud that are interesting and grade appropriate at the elementary level. 

11. Monitor student activities (e.g. in the media center and in computer lab, etc.) for the purpose of 

maintaining a safe environment conducive to learning. 

12. Discard obsolete books and make room for new books. 

13. Collect all library materials from students and teachers. 

14. Other duties as assigned. 

15. Support the district Mission, Vision, Operating Principals, Goals for improvement in student 

learning 

16. Uphold district policies and procedures 

17. Engage in continuous professional growth 

 

Work Days: Determined by Superintendent. 

Physical Requirements:  

Occasionally requires physical exertion to manually move, lift, carry, pull or push heavy objects or 

materials, stooping, bending and reaching, climbing stairs and use a small step ladder. 

 

 

Employee Name _________________________________ 

Employee Signature ___________________________________________ Date ____________ 

 


