
 

CLERK/INSTRUCTIONAL MEDIA CENTER 
JOB DESCRIPTION 

Date:  April 20, 2007 
  
QUALIFICATIONS: 1. High School Graduate  

2. Education and/or secretarial experience necessary 
to keep records accurately and efficiently 

3. Proficiency in typing, word processing, filing, and 
general office skills 

4. Demonstrated competence for assigned 
responsibilities 

5. Experience in public contact work and/or 
educational setting preferred 

6. Demonstrated proficiency in the use of personal 
computers required; knowledge of Microsoft 
software, Windows, Excel spreadsheet, data bases, 
Microsoft Word, etc., highly preferred 

7. Demonstrated successful record of confidentiality 
and handling of confidential material. 

8. Such additions to the above qualifications as the 
Board and administration may find appropriate and 
acceptable 

 
REPORTS TO:  Building Principal and Librarian   
 
JOB GOAL:      To assist with operation of the building library so 

teachers and students, either individually or in 
groups, are able to take full advantage of available 
resource materials; to contribute to a positive 
atmosphere by offering pleasant, accommodating 
services to parents, students, and staff 

 
PERFORMANCE RESPONSIBILITITES: 
 
1. Appreciates the worth and dignity of each individual and treats 

each one with respect and tolerance.  

2. Contributes to a strong public relations program through courteous 
telephone procedure, service-oriented student contact, and pride 
in document production. 

3. Works in conjunction with the librarian to provide full library 
services for the benefit of students and staff members. 

4. Assists teachers and students in the location of reference and 
instructional materials. 

5. Assists in developing and maintaining desired student attitudes 
toward the library. 

6. Manages the circulation of books and materials as directed by the 
librarian.  Duties shall include, but are not limited to, the 
following:  checking in and out of books and materials; processing 
orders, forms, schedules, and inventories; preparing books and 
materials for placement on library shelves.  



 

7. Assists with the operation of video, computer, camera, and 
projector equipment as requested. 

8. Maintains an inventory of computers, video equipment, and other 
audio/visual apparatus and arranges for the proper storage of such 
items when not in use. 

9. Makes simple repairs on damaged books, materials, and equipment.  
Arranges for professional repair of more seriously damaged items, 
if salvageable, as instructed by the building principal or 
librarian. 

10. Maintains the neatness and attractiveness of the library in 
general and of its displays such as bulletin boards, aquariums, 
terrariums, etc. 

11. Performs required secretarial duties in the absence of the 
building secretary if requested to do so by the building 
principal. 

12. Maintains appropriate confidentiality when entrusted with personal 
information pertaining to staff members or students. 

13. Knowledge of and being prepared to act in accordance to district 
and school emergency procedures. 

14. Participated in in-service training programs as requested. 
15. Follows District policies and procedures. 
16. Performs such other duties as may be assigned by the building 

principal or librarian. 

 
TERMS OF EMPLOYMENT: Employed at-will.    Salary, hours and length of 

employment determined as needed.   May be eligible 
for benefits as outlined in the District’s 
Administrative Regulations/Operational Procedures. 

 
EVALUATION:       Performance of this job will be evaluated annually 

by the Building Principal with input from the 
Librarian.  

 
 
 
 
 
 
 
 
 
 
 


