Y SCHOOL DISTRICT

Position Title: Teacher Assistant (Media) PCN: School Specific
Department/School: School Specific Locatior!/ School Specific

Address:
Reports to(Title Principal Work 700 am o 300 pm
only): Hours

Salary/Position

Category: ] Non-Certified Administrator ~ [] Certified Administrator [l Non-Exempt Hourly ~ [] Teacher

Position type/ Grade |21 - 60 college credits or pass ParaPro Assessment Position # | 190
(to be completed by |B22 - Bachelor's Degree

HR) of days
Travel Required N/A FLSA [] Exempt
Status (W] Non-exempt

Job Description

JOB PURPOSE/REASON:

Under the supervision of the Media Specialist, to contribute to the overall efficient operations and successful classes/use of the Media
Center by providing the assistance needed by the Media Specialist, students, and faculty in utilizing the technology and traditional
resources of the Media Center.

REQUIRED QUALIFICATIONS:
EDUCATION: [H] High School Diploma or Equivalent  [] Associate’s Degree [ ] Bachelor’s Degree
[ ] Master’s Degree [ ] Other

EXPERIENCE & TRAINING:

*Minimum of 60 hours of college credit or qualified passing score on the ParaPRO Assessment Test, based on the SC scale
*General knowledge of office practices and procedures.

*Knowledge of Dewey Decimal System; proficient in the use of standard computer applications; ability to work well with children and
CCSD Staff.
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LICENSING/CERTIFICATION:
N/A

OTHER SKILLS/REQUIREMENTS:

Proficient in the use of standard computer applications; Must have excellent written and oral communication skills; and ability to work
collaboratively with staff.

PREFERRED QUALIFICATIONS:

« Associate Degree or higher

« Two (2)+ years working with children

« Working or volunteering in a library environment
« Crisis Prevention and Intervention Training

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: 0 # of non-exempt/classified 0 # of exempt/administrators/teachers
Indirect Reports: 0 # of non-exempt/classified 0__# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

1. Responsible for maintaining the circulation desk to include book check outs and returns. Re-shelving books in the appropriate
location or route for various repairs.

2. Assist students and staff with locating needed materials.

3. Run regular reports to communicate and document student and staff library status, including overdue reports; distribute notices to
students and teachers, record lost book charges in PowerSchool , etc..

4. Responsible for maintaining school library equipment and supplies.

5. Track new book releases, student suggestions, and remove outdated books per school librarian guidance.

6. Assist students with catalog searches, provide suggestions on relevant materials, assist with assignments and answer questions.
7. Gather requested materials for teachers for classroom and after school activities per school librarian guidance.

8. Curate appealing and balanced library book displays and posters for students with a diverse variety of reading levels and interests
with school librarian guidance.

9. Monitor student classroom behavior and assist with behavior management. Provide one-to-one assistance to students with diverse
needs with staying on-task and ensuring students' safety.

10. Collect and document money received in the library (lost books, chargers, IDs, etc) and maintain records per school and district
policies.

11. Assist media specialist with daily classroom set up.

12. Assist media specialist with media center setup and small-group instruction by monitoring and assisting students with completing
daily tasks/classwork.
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

- Classifies, sorts and files correspondence and other data associated with the media center;
- Operates office machines such as copiers, computers and fax machines;

- Maintains files, logs, and registers;

- Substitutes for teachers when necessary

- May act as office receptionist;

- Assists with the receiving of supplies; and

- Performs additional duties as assigned

PHYSICAL/MENTAL REQUIREMENTS:

Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components. Must be able to
sit, stand, bend, kneel, crouch, pull, push, lift, talk, hear, and use dexterity of fingers and hands. Work is performed in a normal heated
or air-conditioned environment. Exerting up to 50 pounds of force frequently and able to lift, carry, push, pull, hold, or otherwise move
objects.

Must be able to handle a fast-paced, high-volume classroom and school environment and make time-sensitive decisions when
working on a daily basis. Must be able to meet deadlines and be flexible to daily routines.

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 Date

Director

Superintendent (if applicable) Date

Human Resources Date 07/01/2024
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