
JOB DESCRIPTION 

 

TITLE:   LIBRARY MEDIA SPECIALIST 

 

QUALIFICATIONS: 1.   Valid Wisconsin Teaching Certificate and  

     approval in Library Science 

    2. Major or minor in Library Science 

    3. Preferred building level teaching experience  

    4. Computer literate   

5. Ability to work pleasantly and efficiently with  

   students, staff and parents 

    6. Qualifications may be amended or modified as the  

     Board deems fit 

 

REPORTS TO: Principal 

 

SUPERVISES: Personnel as assigned by Principal 

 

TERMS OF  

EMPLOYMENT: As per District Handbook 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Plans and directs the school LMC program.  Plans the hours of operation, 

 establishes circulation procedures, schedules classes, establishes proper rules and 

 regulations, plans the use of resources by students and teachers, etc. 

2. Plans a program for teaching library media skills. 

3. Prepares orientation and in service activities. 

4. Plans for the integration with the total educational program. 

5. Presents to the principal the recommendations for the budget. 

6. Approves orders and payments for the department. 

7. Maintains records of expenditures. 

8. Plans, designs, and arranges the school LMC. 

9. Cooperates with other school and local library systems. 

10. Provides services, resources, and guidance to students and teachers. 

11. Evaluates and recommends the selection of new materials. 

12. Evaluates the collection for obsolete materials. 

13. Answers reference questions.  Supplies students and teachers with needed 

 materials and equipment. 

14. Supervises students when in the LMC.  Prepares individual or group instruction in 

 library skills and media production. 

15. Prepares bibliographies. 

16. Provides guidance in the use of materials and special equipment such as 

 computers. 

17. Works with individual teachers in planning learning activities.  Develops 

 programs to motivate reading, research, listening, viewing, and 



communications skills. 

18. Creates an atmosphere conducive to learning. 

19. Teaches students the responsibility in the care of materials, equipment and the 

 environment. 

20. Promotes professional reading for staff members and adult members of the 

 community where applicable. 

21. Routes materials of interest to staff members.  Keeps current with educational 

trends.  Becomes familiar with the various courses of study. 

22. Participates in departmental, faculty curriculum and special meetings as assigned 

 by the principal. 

23. Maintains a comprehensive and efficient OPAC system for cataloging all library 

 materials. 

24. Arranges for inter-library loan of materials of interest or use to teachers and 

 students. 

25. Counsels with and gives reading guidance to students who have special reading 

 problems or unusual intellectual interests. 

26. Performs such other tasks and assumes such other responsibilities as the principal 

 or district administrator may assign. 
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