Middle School Library Media Center

Instructional Assistant (Level III)

Job Description


BELLINGHAM PUBLIC SCHOOLS

Bellingham, Washington

NO.F-316
JOB DESCRIPTION

POSITION:

MIDDLE SCHOOL LIBRARY MEDIA CENTER 




INSTRUCTIONAL ASSISTANT (LEVEL III)
REPORTS TO:
Building Principal, or designee

RESPONSIBILITIES:

1.
Library
a.
Process new books; check packing slips, order forms, and purchase orders.

b.
Maintain automated circulation of library media materials and equipment.

c.
Check-out/check-in library materials to students and staff.

d.
Assist students and staff with locating and use of materials in library.

e.
Prepare overdue notices and student fine lists.

2.
Computer/Media
a.
Operate computer program to enter, sort, and receive data.

b.
Process audiovisual equipment and computer repair requests and records; send equipment to appropriate place for repair.

c.
Maintain building computer and audiovisual equipment inventory.

d.
Manage, inventory, schedule audiovisual equipment use in the building as directed by the library media specialist.

e.
Schedule the use of the library computer lab as required.

f.
Oversee the distribution of audiovisual materials within the building.

3.
Clerical
a.
Assist building librarians with clerical needs as directed by the library media specialist.

RESPONSIBILITIES: (Continued)
b.
Perform clerical services and other services as required to ensure the efficient operation of the program as requested by the library media specialist.

4.
Supervision/Instruction
a.
Assist students in library and computer lab.

b.
Supervise library student assistants and volunteers.

c.
Instruct students regarding the correct use of library media resources (CD ROMS, computer programs, etc.).

d.
Maintain library media center in absence of librarian.

5.
Other
Other duties that may be assigned by library media specialist, or designee.

QUALIFICATIONS:

1.
High school diploma or equivalent (GED).

2.
Two (2) years of post-secondary training related to job responsibilities or equivalent work experience related to job responsibilities or combination thereof.

3.
Ability to assist with instruction and supervision of students under the direction of a certificated staff member.

4.
Demonstrated evidence of good habits in job attendance and punctuality.

5.
Ability to type/keyboard forty (40) words per minute.

6.
Ability to perform instructional clerical tasks, keep records, and prepare reports using computerized systems.

7.
Has, in the judgment of the administration, demonstrated aptitude and competence for assigned responsibilities including the ability to:

a.
Communicate appropriately in both written and oral expression;

b.
Work with students of varied backgrounds;

QUALIFICATIONS: (Continued)
c.
Work with students and staff in an appropriate manner;

d.
Maintain confidentiality.

8.
Has, or is willing to obtain, first aid certificate and CPR certificate.

9.
Such alternatives to the above qualifications as the Board may find appropriate and acceptable.
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