JOB DESCRIPTION

Coordinator Of Elementary and Middle School Library Services
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Coordinator of Elementary & Middle School Library Services
Employee Name (Print): _______________________________________

Reports To: 
Director of Humanities
Dept/Campus:
Instructional Services and Elementary Schools

Paygrade: 
Teacher/Librarian
Wage/Hour Status: 
Exempt






Date Revised: 
May 2018
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE: 
Supervise and manage the elementary and middle school library media centers.  Provide supervision and direction for the library and media services to enhance, enrich, and support the instructional programs to best meet student and staff needs.  Serve as curriculum adviser and materials expert to involve the schools’ library media center in the instructional programs of their campuses.

QUALIFICATIONS:

Education/Certification:
Master’s degree

Texas Mid-management or other appropriate Texas certificate


Special Knowledge/Skills:

Knowledge of computer hardware and software applications


Knowledge of technologies available for use in instructional setting


Knowledge of library science

Knowledge of collaborative instructional and administrative planning in integrating information literacy into students' learning activities while using informational technology


Strong organizational, communication, and interpersonal skills


Strong focus on customer service.

Ability to manage budget and personnel


Ability to maintain a calm and patient demeanor with students and others


Experience:


Three years experience as a classroom teacher

Administrator experience preferred 


One year experience as a library/media services coordinator

MAJOR RESPONSIBILITIES AND DUTIES: 
1. Contribute to comprehensive and collaborative long-range, strategic planning that reflects the mission of the library media services.

2. Assure that the library media program supports the missions, goals, objectives, and continuous improvement of the campus and the district.

3. Develop and coordinate a continuing evaluation of the elementary and middle school library media programs and implement changes based on the findings.

4. Identify the program and fiscal needs of the elementary and middle school library program and develop a recommended budget to address these needs.

5. Manage the acquisition, processing, and organization of library resources, media resources and equipment that meet students’ needs in the elementary and middle school libraries.

6. Manage the distribution, maintenance, and inventory of library resources, media resources and equipment.

7. Select, organize, circulate, and encourage effective use of professional materials, services, and equipment that meet the needs of campus instructional staff.
8. Inform users of library media center materials and provide staff development opportunities for teachers and support personnel in the integration of library media services.
9. Coordinate the library/media program with the district curriculum and participate in the development of curriculum that features the integration of library research.
10. Ensure that library staff creates a library media center environment that is conducive to learning and appropriate to the maturity and interests of students. 
11. Ensure that library staff compile, maintain, and file all reports, records, and other documents required.
12. Collaborate with elementary and middle school principal in identifying and evaluating services to meet student learning needs and implement programs as assigned.  
13. Demonstrate skill in working collaboratively and effectively communicating with administrators, parents, teachers, staff, and the community.
14. Interact with students to promote positive attitudes toward school library.
15. Foster congeniality and team building among staff, as well as present for students a positive role model that supports the mission of the school district.
16. Mediate and facilitate effective resolution of conflicts in a timely fashion.
17. Maintain a positive and effective relationship with supervisors.
18. Assess and respond to needs related to job responsibilities and perform other duties as assigned.
19. Demonstrate behavior that is professional, ethical, and responsible.
20. Develop professional skills appropriate to job assignment.
21. Participate in professional organizations, disseminate ideas and information to other professionals and support staff, and provide leadership in identifying trends and opportunities, as well as solving problems facing the profession.
22. Articulate the district's mission and goals in the area of library media services to the community and solicit its support in realizing the mission.
23. Demonstrate awareness of school-community needs and initiate activities to meet those identified needs.

24. Demonstrate the use of appropriate and effective techniques for community and parent involvement.

25. Promote a positive image for TISD and each TISD campus.

SUPERVISORY RESPONSIBILITIES:

Collaborate with campus principals in supervising elementary school campus library aides, other assigned personnel and volunteers..
EQUIPMENT USED:

Computer, relevant peripherals, printer, calculator, audiovisual equipment and other district technology, copier, and multi-line telephone system.

WORKING CONDITIONS:

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 will be made if necessary:

Mental Demands:
Ability to communicate (verbally and written); ability to instruct others; ability to maintain control under stress; ability to manage multi-tasks; ability to manage staff and be flexible to a variable schedule;  and to maintain a clear focus on customer service.
Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the facilities. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, climbing, stretching, stooping, bending, lifting/transport of up to 50lbs.Frequent district-wide and occasional statewide travel

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties, and skills that may be required.
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