
Goleta Union School District

Library Media Specialist

Under the direction of an assigned Principal, provide library services relating to the acquisition, automated circulation,
distribution and recovery of library books, instructional materials and audio-visual equipment and materials; assist
students and teachers in the selection and location of library materials; supervise and encourage student use and
excitement in participating in various school library activities.

Assist students and teachers in locating and selecting age-appropriate materials; assist students in researching
materials for classroom use; assist students and teachers in locating and selecting materials; monitor and maintain
acceptable student behavior. E

Coordinate class visits; provide story telling activities and demonstrate appropriate library skills for various grade
levels; prepare materials for class lessons; maintain class visit schedules; coordinate a variety of library related
programs E

Provide library services relating to the acquisition, automated circulation, distribution and recovery of library books,
instructional materials and audio-visual equipment and materials; process and shelve returned materials. E

Check books and materials in and out at the circulation desk using the automated system. E

Research, select and order new library books and materials; communicate with vendors, obtain prices and purchase
materials according to an established budget as assigned; process new library materials according to established
guidelines; make recommendations regarding the overall development of the library media center collection as
requested. E

Operate a computer to type, process and maintain the library electronic catalog system for effective tracking of books
and other library materials; update catalog as needed. E

Maintain records of overdue materials; prepare notices for students, parents and teachers;  maintain related files. E

Maintain the library in a neat and orderly condition. E

Perform minor repairs to damaged books and library materials. E

Perform physical inventory on library materials as required; weed obsolete books from the collection as appropriate;
inspect materials for damage; maintain appropriate records. E

Train and provide work direction to student helpers and adult assistants as assigned. E

Prepare and maintain a variety of reports, records and logs pertaining to library activities, materials and equipment. E

Operate a variety of library, office and audio-visual equipment, including a computer, typewriter, copier, laminator,
VCR and other related equipment. E

Participate in various annual and special projects or activities.

Perform related duties as assigned.

Library practices, procedures and terminology.
Dewey Decimal and card cataloging systems.
Operation of a computer and library collection and circulation software and other software.
Children’s literature and District curriculum.
Library reference materials and resources.
Record-keeping techniques.
Inventory methods and practices.
Correct English usage, grammar, spelling, punctuation and vocabulary.
Oral and written communication skills.

Representative Duties

Knowledge and Abilities

Basic Function

Knowledge of:



Library Media Specialist

Interpersonal skills using tact, patience and courtesy.
Student behavior management strategies and techniques.

Provide library services relating to the acquisition, circulation, distribution and recovery of library books,
instructional materials and audio-visual materials.
Assist students and teachers in the selection and location of library materials.
Work effectively with children.
Perform clerical duties including filing, duplicating and typing.
Maintain library in a neat and orderly condition.
Operate a computer and related equipment.
Communicate effectively both orally and in writing.
Maintain records and prepare reports.
Work independently with little direction.
Plan and organize work.
Type at 40 words net per minute.
Train and provide work direction to student assistants and volunteers.
Establish and maintain cooperative and effective working relationships with others.

Any combination equivalent to:  graduation from high school supplemented by college-level course work in library
science, liberal arts or related field and two years library experience, working with children in an organized setting.

None

School library environment.
Constant interruptions.

Dexterity of hands and fingers to operate a computer keyboard and other library equipment.
Reaching overhead, above the shoulders and horizontally.
Bending at the waist, kneeling or crouching to shelve materials.
Pushing and pulling carts.
Lifting moderately heavy objects.
Climbing ladders or stools to shelve materials.

None

Licenses and Other Requirements

Physical Demands

Hazards

Environment

Ability to:

Working Conditions


