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Title:  		Library Paraprofessional/Library Clerk
Job Goals:  	To help maintain the school library media center
Procedures:
· All library media center assistants are expected to report to work on time and to act in a professional manner. 
· All school rules will be followed in the LMS.
· Each morning, the Library Media Specialist will advise the Clerk of any special assignments for the day.
The Library Paraprofessional will assist the Teacher-Librarian in the following duties:
· Assists with day-to-day activity and operation of the library, including checking books in and out, taking up library fines, shelving books, and straightening shelves.
· Processes and distributes notices of missing, damaged, or overdue books, media and materials for the purpose of providing and/or maintaining access to library resources and securing reimbursement for losses. 
· Assists teachers, students and administrators for the purpose of identifying resource materials for use in classroom and/or class assignments under the direction of the school librarian.
· Identifies books and/or periodicals that are in need of repair for the purpose of repairing damaged books, recommending retirement of books and/or periodicals, etc. 
· Repairs books, periodicals, etc., for the purpose of ensuring the availability of library reference and circulation materials. 
· Maintains materials inventory (e.g. library books, media equipment and related instructional materials, etc.) for the purpose of providing an up-to-date reference and ensuring the availability of materials when required. 
· Monitors student activities for the purpose of maintaining a safe environment conducive to learning and as students enter and leave the library.
· Prepares computerized and manual reports (e.g. collection statistics, scheduling reports/requests, renewal information, overdue lists, fines, costs, etc.).
·  Completes some of the basic processing of library books, periodicals, and related media materials (e.g. stamping with school ownership stamp, applying barcodes and spine labels, adding label protectors, covering books with mylar jackets, barcoding, shelving, producing required reports, etc. ) for the purpose of providing students and staff with required materials. 
· Responds to inquiries of students, staff, parents (e.g. availability of books, finding appropriate reference documents, status of overdue fines, etc.) for the purpose of providing information and/or direction as required. 
·  Sets-Up up media equipment for the purpose of ensuring availability of working equipment for assemblies, inservice, classroom and meeting use.  
· Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work unit.
Physical/Mental Requirements and Working Conditions:
This is an office/clerical job. Other than those physical/mental requirements included within the essential functions: 
· Must be able to communicate on the telephone. 
· Must be able to get around the media center, locate and retrieve or shelve books or materials. There is constant standing and walking; frequent bending/stooping, squatting/crouching, and reaching above the shoulder to shelve books and to stand on step ladder/stool. 
· There is occasional carrying and lifting of up to 50 pounds to receive and handle book orders, moving damaged equipment, lifting and moving audio-visual equipment and moving library furniture.
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