
 HANFORD ELEMENTARY SCHOOL DISTRICT 
 Job Description 
 
 TEACHER RESOURCE CENTER SPECIALIST 
 
DEFINITION 
 
The Teacher Resource Center (TRC) Specialist is responsible for ordering, cataloguing, 
processing and monitoring of state textbooks and related instructional materials; maintains 
the district inventory of instructional materials including library books.  Under general 
supervision, the specialist is responsible for maintaining the TRC, and provides functional 
support to Media Services Aides at school sites as directed. 
 
SUPERVISION RECEIVED AND EXERCISED  
 
Works under the general supervision of the Assistant Superintendent of Curriculum, 
Instruction and Professional Development.  May provide functional supervision and 
direction to other clerical and support staff as needed. 
 
ESSENTIAL FUNCTIONS 
 
• Maintains the district electronic system for monitoring inventories of textbooks, library 

books and other instructional materials. 
 
• Orders, catalogs, and processes state textbooks and related instructional materials. 
 
• Maintains accurate financial records of cash and charge transactions at the TRC. 
 
• Monitors supplies, materials, and equipment used in the TRC.  Tracks TRC supply 

inventory to ensure the needed levels of supplies and materials are available for staff 
use, and that equipment is in good repair.  

 
• Processes documents of moderate to high complexity requiring knowledge of the 

special terminology, polices, and procedures related to inventory, library use, 
curriculum and instruction.  

 
• Independently operates TRC equipment, including but not limited to:  computers, 

copiers, poster maker, fax machines, printers, paper-cutters, laminators and die-cut 
machines and provides assistance and training on proper use of equipment to those 
using the Teacher Resource Center.  

 
• Monitors assigned budgets.  
 
• Orders library supplies for school libraries. 
 
• Coordinates media services aides meetings. 
 
• Assists in coordinating programs, workshops and meetings at the TRC as directed.  
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• Develops and maintains scheduling log for staff use of TRC facility and equipment.   
 
• Develops and maintains a monthly log documenting staff use of the TRC. 
 
• Prepares a monthly report of staff use of TRC and monthly receipts. 
 
• Communicates with vendors, school leadership teams, and others regarding their 

textbook, instructional materials, and library orders.  
 
• Coordinates the ordering, cataloging and processing of library books for the District. 
 
• Maintains an inviting and attractive environment in the TRC. 
 
• Other duties as required. 
 
 
NECESSARY EMPLOYMENT STANDARDS 
 
Knowledge of: 
 

Computer programs and internet usage; 
 
Basic financial record-keeping, book-keeping and related clerical work; 
 
General office methods, practices, and procedures;  
 
Library terminology and standard library practices and procedures, including library 
computer programs; 
 
State regulations and procedures for textbook purchase; 

 
 
Ability to: 
 

Operate standard office equipment including personal computers; 
 
Operate computers, CD-Roms, internet, television, VCR and LCD;  
 
Work independently and accurately with general supervision; 
 
Perform library work; 
 
Understand and carry out oral and written directions; 
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Ability to:  (continued) 
 

Type at a speed of 45 words per minute; 
 
Read, write, speak and understand English; and 
 
Work an alternative work schedule, subject to the needs of the Teacher Resource 
Center or as directed by administration. 
 
Maintain cooperative relationships with those contacted in the course of work. 

 
EDUCATION AND EXPERIENCE:  Any combination of education and experience that 
could likely provide the required knowledge, skills, and abilities is qualifying.  A typical way 
to obtain the knowledge skills, and abilities would be: 
 
 Education:  Equivalent to the completion of the twelfth grade plus two years 

of higher education or Associate’s Degree.  
 
 Experience:  Two years of complex clerical experience, including book-

keeping, customer service duties and ordering school 
textbooks and instructional materials.   

  
WORKING CONDITIONS 
 
 Environment:  Office and/or library environment 
 
 Physical Abilities: Position requires vision to read books and media materials;  

Hearing and speaking to communicate both on the phone and 
in person; lifting and carrying boxes weighing up to 50 pounds; 
pushing and pulling carts; walking, sitting and standing for 
extended periods of time; mobility to move about within and 
between offices; reaching horizontally and above the shoulders 
to shelve and retrieve books; bending and kneeling; sufficient 
hand/eye coordination and manual dexterity to operate modern 
office equipment;  

 
 
 
Adopted:    05/26/82 
Revised:   01/06/93  
Revised: 06/19/02 
Revised:        03/31/05 


