CLOVIS UNIFIED SCHOOL DISTRICT

Position: Library Technician

Salary Grade: 11

Salary Schedule: Classified

Reports to/Evaluated by: Site Administrator
FLSA: Non-Exempt

SUMMARY:

The Library Technician performs a variety of paraprofessional and clerical library work duties in an
elementary, intermediate, or high school library. The role includes coordinating and organizing library
activities within the assigned school site. The Library Technician position provides a range of library
services in a school library setting. This position has responsibility for the operation of a school library but
may have support from a Teacher Librarian. Advancement is possible with additional education, training,
or experience in library science. This position could also advance on the Clerical or Instructional
Assistant career ladder depending on the incumbent’s education and experience.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

e Operates the school library under the supervision of site administration and in collaboration with
classroom teachers as needed.

e Assist students in using the library, including finding materials, using resource guides, and
conducting computer-based research or word processing.

e Provide guidance on the use of Online Public Access Catalogue (OPAC) and the Dewey Decimal
System.

e Monitor the behavior of students using the library and communicate library rules, regulations,
policies, and procedures.

e Collaborate with teachers to select materials supporting the curriculum for specific age and grade
levels.

e Prepare purchase orders and other required documentation for acquisitions. Receive new
materials (books, media, textbooks, or periodicals), enter information into the MARC system, and
prepare materials for circulation.

e Oversee academic assistance programs and coordinate with teachers. Develop and oversee
reading programs to stimulate student interest and motivation, such as story time, book talks, or
reading clubs.

e Coordinate awards programs, including Reader’s Den or writer and artist of the month.

e Assist with planning and organizing book fairs or other fundraising events. Mend and repair books
and non-book materials.



Dispose of damaged or outdated materials following established procedures. Conduct annual
physical inventory of library books, textbooks and other materials.

Organize and decorate the library, including creating displays, bulletin boards, posters, and signs.
Maintain a clean and orderly environment.

Circulate, store, inventory, maintain, and perform minor repairs on audiovisual equipment,
laptops and other media-related equipment.

Follow up on overdue library books and materials. Send notices, collect fines, and maintain
associated files and records.

Perform routine clerical and record-keeping duties. Provide input or recommendations regarding
the library budget and monitor expenses as needed.

Participate in school site staff meetings and training sessions. Stay updated on emerging library
technologies and trends in educational settings.

Conduct annual physical inventory of library books, textbooks and other materials.

Perform related duties as assigned.

QUALIFICATIONS:

Knowledge of: Basic library methods, practices, terminology, resources, and technology, including
the use of card catalogs and basic reference sources. Dewey Decimal System of classification
and the MARC system. Children’s literature and materials appropriate for K-12 students. Basic
purchasing and budgeting concepts and methods.

Abilities to: Perform all duties of the position with minimal supervision. Organize and coordinate
library activities independently and effectively. Multi-task and manage varying priorities in a
dynamic environment with frequent interruptions. Maintain a well-organized and attractive library
setting. Follow detailed procedures, such as cataloging and filing rules. Operate modern library
and office equipment safely and effectively. Research and select age-appropriate literature and
materials for K-12 students. Monitor and maintain acceptable student behavior in the library.
Communicate effectively verbally and in writing. Establish and maintain effective working
relationships with staff, students, and the public. Provide guidance and instruction to library
patrons proactively and effectively.

CERTIFICATIONS, LICENSES, AND SPECIAL REQUIREMENTS:

Avalid Class “C” California Driver’s License is required.

EDUCATION AND EXPERIENCE:

Education: Completion of the twelfth grade, high school diploma, GED, or equivalent. Completion
of 48 college units (with a C or above), OR passage of the Paraprofessional Test or CBEST exam.

Experience: One year of experience in a library or instructional setting with an agency or
organization.



WORKING CONDITIONS:

e Work Environment: Primary work takes place indoors within a school library. Work may
occasionally occur outdoors during book fairs or other events.

e Physical Demands: Sit, walk, and stand as required. Sufficient arm, hand, and finger dexterity to
operate keyboards and office equipment. Visual acuity and hearing capability to read and
communicate effectively. Occasionally lift and carry boxes of books or library supplies.



