
  

HR Form, Revised 2/28/2014 

Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Teacher Librarian/ Media Specialist
	PCN: 
	DepartmentSchool: 
Varies

	Location Address: Varies
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: On
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: No
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: 

	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: On
	Other: Off
	Department Head: Christy James
	Date: 8/31/18
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: Kathleen Magliacane
	Date_4: 8/31/18
	Work Hours: Varies
	JOB PURPOSE/REASON: Teacher librarians promote literacy, critical thinking, and a love for learning. They ensure
that students and staff are responsible and ethical consumers and creators of information. Teacher librarians are
instructional leaders who collaborate with teachers to provide relevant information skills lessons that impact student
achievement.
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: Valid South Carolina teaching certificate with Media Specialist certification (60)
*** may obtain a temporary Out of Area Permit if currently hold a valid teaching certificate and have completed at least
12 hours toward MLIS degree ***
	Text16: 
	Text17: 


	Text18: 
Clerical duties related to maintaining the library
● May maintain media equipment
● May maintain school and library websites
● May assist with student and teacher technology
● Other tasks as assigned by administration

	Text19: Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer
components; Ability to stand and/or sit for extended periods of time; Must have patience, compassion,
and a keen desire to work with children.
Work is performed in a normal heated or air-conditioned School environment. Exerting up to 10 pounds
of force occasionally and able to lift, carry, push, pull or otherwise move objects. 
	Position  of days: 190
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: Teacher Salary Schedule
	Reports toTitle only: Principal
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: Teacher:
● Design standards-based lessons that develop students’ reading and thinking and information skills in all content areas
● Teach lessons that effectively model and incorporate research, literacy, and technology
● Collect and analyze data to show relationship between the library program and student achievement
● Encourage a love of reading through interactive programming, engaging lessons, and reader advisory
● Create an environment that promotes active learning, invites collaboration, and supports inquiry
● Maintain an open and respectful learning space where all students are welcomed and valued
Information Specialist:
● Provide equitable access to digital and print resources for all students and staff
● Develop and maintain a diverse library collection to meet students’ academic and recreational reading
needs
● Organize the library collection to maximize effective use by students and staff in a manner consistent
with district practices
● Demonstrate and teach critical evaluation of information and media in real-world contexts
● Incorporate and model digital citizenship skills
Instructional Partner:
● Collaborate with teachers and students to teach engaging, standards-based lessons
● Make staff aware of and assist them in making the best use of all available resources ethically
● Support staff in the use of instructional technology to engage students and improve learning
● Model effective strategies for developing multiple literacies
● Involve parents and community members in library instruction and planning
Leader:
● Serve on decision making teams in the school, especially as related to curriculum and instruction
● Share literacy expertise by presenting at faculty meetings, parent gatherings, etc.
● Advocate for the library program and its positive impact on student learning through data
● Remain current in professional practices, technology, and educational research applicable to the library
● Provide relevant professional development to support and enhance teachers’ instruction







	Work Hours2: Varies
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




