JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Teacher – Librarian
DEPARTMENT: 


 ??????
SUPERVISOR: 

Reports to: Principal or Designee
General Supervisor: Director of Instruction
JOB GOAL: 

To provide all students with an enriched library environment containing a wide variety and range of materials that will invite intellectual growth and to aid all students in acquiring the skills need to take full advantage of library resources. Perform added tasks required of a teacher in the endorsed area.
PERFORMANCE RESPONSIBILITIES:


The person holding this position must be able to:

· Operate and supervise the library to which assigned.

· Evaluate, select and requisition new library materials.

· Assist teachers in the selection of books and other instructional materials, and makes library materials available to supplement the instructional program.

· Provide technical training to employees on the use of audio-visual equipment and technology.

· Inform teachers and other staff members concerning new materials the library acquires.

· Maintain a comprehensive an efficient system for cataloging all library materials and instructs teachers and students on use of the system.

· Arrange for inter-library loan of materials of interest or use to the teacher.

· Work with teachers in planning those assignments likely to lead to extend use of library resources.

· Promote appropriate conduct of students using library facilities.

· Help students to develop habits of independent reference work and to develop skills in the use of reference materials in relation to planned assignments.

· Present and discuss materials with a class studying a particular topic, upon invitation of the teacher.

· Participate at curriculum/bilingual curriculum meetings, curriculum alignment, benchmarks, performance standards/assessments, implement EPSS and gather data in order to develop strategies for student improvement.
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· Counsel with and give reading guidance to students who have special reading problems or unusual intellectual interests.

· Arrange frequently changing book-related displays and exhibits likely to interest the library’s patrons.

· Prepare and administer the library budget.

· Log all out-going long distance telephone calls and fax transmittals.

· Review and monitor telephone bills of assigned department and staff and compare with telephone logs for accountability.

· Supervise library aides in the performance of their duties.

· Communicate with parents bi-weekly, monthly or sooner as the need arises, through conferences and other means to discuss pupil’s progress, behavior and interpret the library program.

· Weed obsolete and worn materials from the collections.

· Collect and receipt late charges and/or communicate with parents regarding cost of lost books.

· Complies with competencies for Librarians.

· Supervise the clerical routines necessary for the smooth operation of the library.

· Administer Group Standardized Test in accordance with district testing program.

· Assist with the LAS Testing and Scoring in both English and Spanish.

· Orders AR Reading Books and Tests for all the school sites.

· Attend board meetings at the request of the Superintendent or his/her authorized designee.

· Must be technology literate

· Perform other tasks as may be deemed appropriate and necessary by the supervisor(s).

MINIMUM QUALFICATIONS:

Experience/Education:

· Properly certified in all areas of assignment.

· State Certification in Library Science Required.

· Demonstrates cooperativeness and a willingness to carry-out assigned tasks and performance responsibility.

· Be Highly Qualified according to NCLB.

· Other endorsements and/or qualifications determined necessary by the Board.
Physical Requirements:
· Sitting, standing, lifting and carrying (up to 50 lbs.), reaching, squatting, kneeling and moving light furniture may be required.
Environment/Scheduling:

· Must be able to work within various degrees of noise, temperature, and air quality. Interruptions of work are routine. Flexibility and patience are required. Must be self-motivated and able to complete job assignments without direct supervision.  After hour work may be required.  May make site or home visits when needed and appropriate.
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WORK SCHEDULE:
Contract Days:   ????  Term of Employment to be established by the Board of Education on an annual basis through the adoption of the School Calendar.


Hours Per Day:  ????  
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.

EVALUATION: 
· Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Professional Personnel.
This job description for Teacher – Librarian is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Teacher – Librarian.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by: ___________________________________Date:___________

Principal

Approved by: ___________________________________Date:___________

Director of Instruction
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