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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

LIBRARY/MEDIA ASSISTANT 

 

DEFINITION: 
Under the direction of the Principal and School Librarian, provide support and maintain the library and 
media resources at a school site; assist students, parents and staff with library media center books, 
material, library technology and equipment; perform clerical functions related to collection; process 
circulation; maintain inventory of library and media resources and materials; promote library and media 
service usage. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Inventory incoming library books, periodicals, media material, equipment, and resources; prepare 
materials for shelving; maintain availability of materials. 

 Perform circulation duties; check books and materials out and process returns as required; collect 
fees for overdue books; process and shelve textbooks and core literature book sets; maintain 
record of lost and damaged books and materials.  

 Assist students, parents and teachers in purchasing new books and materials; submit and 
process purchase orders; process field trip and re-enrollment forms.  

 Assist teachers in gathering materials for study specific assignments; distribute various library 
books and teacher requested classroom materials; assist with instruction on the proper use of the 
library resources including classification system, and care of books and materials; assist in 
establishing procedures and regulations for checkout and library and media use.  

 Monitor and maintain circulation records; maintain an established system for create computerized 
lists of overdue books and send out bills and notices; create loan lists; sort cards for student 
checkout; collect computer use forms; organize by class; update information on computerized 
system; receive and record donations.  

 Perform routine and preventive maintenance of media and in library computer equipment; repair 
damaged books; remove aged materials from circulation; update computerized database and 
records for active circulation materials.  

 Assist in training and directing student helpers and volunteers; supervise lunch time activities; 
ensure facility is maintained in a neat, orderly and clean manner.  

 Participate and prepare for fundraising events and book fairs; participate in training to meet new 
library and media technology standards; drive a vehicle to conduct work.  

 Operate a variety of office and library media equipment including a computer and assigned 
software. 

 
OTHER DUTIES: 

 Perform related duties as assigned. 

REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to:  graduation from high school and two years of general clerical 
experience with one year in a library setting; one to two years additional course work in Library 
Science is desired. 

 
Knowledge of:  

 Practices, procedures, tools and techniques involved in the ordering, processing and cataloging 
of library books, textbooks and other instructional materials. 

 Library practices, procedures, reference materials, resources and terminology. 
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 Inventory practices, procedures and techniques. 
 Library cataloging and classification techniques. 
 Data control procedures and data entry operations. 
 General practices, standards, techniques and procedures involved in preparing, maintaining and 

updating automated catalogs. 
 Use and terminology of requisitions, purchase orders and invoices.   
 Record retrieval and storage systems. 
 Oral and written communication skills.  
 Interpersonal skills using tact, patience and courtesy.  
 Operation of a computer and assigned software. 
 Record-keeping and report preparation techniques. 
 Mathematic calculations. 

 
Ability to: 

 Perform a variety of technical duties involved in the receipt, processing, cataloging, distribution, 
and inventorying of District library books, textbooks, supplies and instructional materials. 

 Utilize a computer to catalog materials, maintain automated records, and process and input 
cataloging data, records and information. 

 Prepare and process new books, textbooks and library materials for distribution and circulation. 
 Review and inspect shipments of books and materials to verify accuracy.  
 Coordinate, lead and conduct regular and periodic inventories. 
 Identify and report inventory needs, shortages and discrepancies. 
 Research, assemble, and compile a variety of cataloging data and information. 
 Communicate effectively both orally and in writing.  
 Establish and maintain cooperative and effective working relationships with others.  
 Operate a variety of office equipment including a computer and assigned software. 
 Type or input data at an acceptable rate of speed. 
 Meet schedules and time lines.  
 Work independently with little direction.  
 Prepare and maintain narrative and statistical records and reports. 
 

WORKING CONDITIONS: 

Work Environment:  
 Indoor/Library environment.  
 Constant interruptions.  

 
Physical Demands: The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 Dexterity of hands and fingers to /operate a computer keyboard. 
 Seeing to read a variety of materials and view a computer monitor. 
 Hearing and speaking to exchange information. 
 Sitting for extended periods of time. 
 Lifting, carrying, pushing and pulling heavy objects as assigned by the position. 
 Bending at the waist, kneeling or crouching to shelve and retrieve books. 
 Reaching overhead, above the shoulders and horizontally.    

The information contained in this job description is for compliance with the Americans with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed.   
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Approved by Personnel Commission: 9/17/1998 

Approved by Governing Board: 8/12/1998 

Salary Range: 24 

Revised:  


