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	POSITION DESCRIPTION

Library Media Specialist/ Technology Integrator


DEPARTMENT:  
Instructional Media and Technology
REPORTS TO:  
Director of Library Media and Technology Services
	 FORMCHECKBOX 
 Exempt       FORMCHECKBOX 
 Non-exempt

	 FORMCHECKBOX 
 Full-time     FORMCHECKBOX 
 Part-time

	 FORMCHECKBOX 
 School Yr    FORMCHECKBOX 
 12-month


JOB CLASSIFICATION:


GENERAL FUNCTION:  

The Library Media Specialist/Technology Integrator is an information, literature, and technology specialist who provides instructional support in those areas to staff, students, and community.
MINIMUM QUALIFICATIONS

Education

Required:  Bachelor’s Degree from an accredited institution related to Secondary Education
Desired:  Additional education technology or curriculum and instruction 
Licensing
Required:  Secondary Education certification
Desired: 901 or 902: Initial or Professional Instructional Library Media Specialist
Work Experience

Library Media Specialist/Technology Integrator will have a minimum of 3 years of teaching experience and hands-on workplace experience with effectively integrating technology into curriculum.

Skills and Abilities

· Maintains and manages both the print and electronic collections
· Maintains, manages, and trains library personnel in media collection management software
· Trains staff and students on a variety of education-related software and equipment

· Creates tutorials in a variety of formats for staff and student use
· Collaborates with and supports teachers to create lessons involving information technology 
Physical Demands

· Lifting heavy boxes or equipment up to 30 lbs

· Standing, walking, crawling, and sitting

· Manual dexterity for use with keyboard

POSITION RESPONSIBILITIES AND PERFORMANCE TASKS

Essential Responsibilities and Tasks

Library Media Management and Instruction (servicing both North and South campuses)

· Promotes a lifelong love of reading and learning
· Evaluates, manages and promotes a high-quality and appropriate library collection
· Creates an inviting, stimulating, and welcoming atmosphere for students, staff, and community
· Implements a program of integrated library media information and technology skills for all students
· Shares new resources and equipment with students and staff
· Explores and evaluates current developments and innovations in the field of instructional media and technology
· Develops and cooperatively teaches information skills that are integrated into the curriculum
· Provides assistance to students and staff in the use of technology in accessing information and producing media
· Collaborate with teachers in resource-based teaching
· Provides direction to departments, curriculum committees, and professional staff in the evaluation, selection, and implementation of media resources and equipment
Technology Operations 

· Trains and supports staff on website development 
· Troubleshoots and maintains the working condition of all equipment in the library media center and computer labs when available
· Trains staff and students on education-related software and equipment

· Works with the Supervisor of Instructional Media and Technology Services  to secure adequate resources for media and instructional technology for both campuses
· Provides technical and advisory support such as cataloging, processing, equipment maintenance/repair, needs assessment, budgeting guidelines, and legal issues involving copyright and technology usage 
Communication 

· Participates in weekly Library Media Center goal-setting meetings
· Participates in IT Team Meetings as appropriate
· Interprets and promotes the library media and instructional technology services to students and staff 
· Prepares and distributes training resources for staff, students, and parents
· Communicates daily with library staff regarding schedules and progress on weekly goals
· Informs teachers of new technologies, both hardware and software, which will improve teaching and learning in content areas 
Backup Responsibilities and Tasks

· Provides user support for district’s standard application software in order to meet user needs.(IT Operations Specialist)

Post time-sensitive website content (Multiple Positions)

Working Relationships
· Communication to and from: Academic departments and individual teachers
· Administrators and administrative support staff

· Students and parents

· Vendors and consultants

Supervisory Responsibilities
Supportive Supervision: Library Media Staff
Working Conditions
Arrowhead is a busy environment that includes a variety of activities occurring simultaneously.  Its clients represent both professional and adolescent learners with a wide range of individual needs.

Performance Evaluation
Job performance is evaluated according to the procedures included in the Supervision and Evaluation Model.
This job description summary does not imply that these are the only duties to be performed.  This job description is subject to change in response to funding variables, emerging technologies, improved operating procedures, productivity factors, and unforeseen events.

