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Job Summary (Basic Purpose of Position)

As the center of all curriculum functions, the school media center helps all students uceess the werld of
books and other media, 1tis also the conter of activity with respect o students and staff
istructional technology which impacts learning in every area of the curriculum,

accessing

REGULAR ROUTINE DUTIES

Listof Things to Accomplish in Major Job BAND/
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NECESSARY SKILLS

KMNOWLEDGE, ABILITIES
What Yoy Have to Know to
Weo Accomphish Duly of Funolion

PERFORMANCE STANDARDS
How Will You Know the Job is Done?

NOTE, LIST EACH MAICR JOB FUNCTION PRIDR TO LISTING OF AOUTINE DT

ES, SKILLE AN

D PERFORMANCE STANCARDS

EVIDENCE EXISTS THAT;

1.00 MAINTAIN MEDIA COLILEC- KNOWLEDGE
TION Compulter soltware
Technology trends
1.0l Prepare orders for new materials. Schooi policies 1.0 Orders were prepared correctly and in a timely
Childrens books and non-print RARNEE.
102 Inventory collection using appropriate media 02 Tnventory was completed using appropriaie
sorfrwnre. How books are catalogued software.
1.03 Process print and non-print media, 1.03 Print and non-print media were processed.
.04 Monitor commumeationy with stafl. SKILLS F.o4 Appropriate communication occurred.
1.5 Teach media skills to students and staff, Operate equipment 105 Swdents and staft were laught media skills.
POG Create and maintain necessary buck-up. Work C‘)”fm”“‘“"’d)’ with others 106 Back-up was created and maintained.
1.07 Maintain proper records, Keyboarding 1.07 Proper records were kept.
1.3 Maintain an orderly and nccessible Word processing 108 Facillty was maintained properly.
Cxoility, ’ Presentation skiils
1.09 M aintain budget. 1.08 All hudget procedures were followed.
L10 Build love for reading in all studentis, ABILITY LI0 Students were laught to love reading,
11 Purchase muterials that support the Communicate verbully and non- 1 Appropriate materials were purchased.
district sulcomes. verbatly
12 Alert administration o inappropriste or I“’£“?*‘”‘%“ E;z‘az:dware L2 Outdated materials were twken out of the
outdated materials., Maintain softwase media collection.
L13 Promaote an aimosphere of research and Help teachers with technology 113 The media center focussed on research and
inquiry. needs figgliey.
Design and deliver technology

fraining
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EVIDENCE EXISTS THAT:

200 MANAGE THE BUILDING
THECHNOLOGY FUNCTION

2.01 Maintain building inventory,

2.4 Send hardware for rc;t»;aé 5.

2.03 Troubleshoot software, sguipment and

s ystem problems.

204 Keep equipment updated with current
sollware.

205 FFacilitate scheduling of hardware and
sollware,

2.06 Demaonstrate proper use of current
texchnology.

207 Agssist staff in the production of instruc
tional materials.

2.08 Provide guidance in student production of
multt-media materials,

2.09 Manage the building echnology network,

2.10 Rescarch Luhrmio@» developments and
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advise on purchases,

i Monitor copyright compliance.
2 Acccess and download Internet.
13 Acssist student and stalf with word
processing, data hases, spr
graphics.
14 Acsgist stafl in use of computer for B-pil
arud parent reporting,
15 Eead the building echnology committee,

16 Communicate with distriet technology

staff,

7 Develop a wechnology plan for the
building in cooperation wit“ other staff.
Maintain 2 catalog of current sofiware.

9 Irplement secirity on all media,

Create and maintain database
records

Plan for integration of media and
curricuium
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Inventory was maintained.

Equipment was sent for repairs in a timely
manner.

Software equipment and systeins were properly
maintained.

Soflware was updated within budget require
ments.

All scheduling was done in a timely
appropriate manner,

Media generalist demonstrates the proper use
of curren! technology.

Staff were assisted appropriately.

and

Help was provided to stedents in the produc
tion an multi-media naterials.

The building network was properly maintained.
The administration was advised aboul current
lechnology developments and purchases.
Copyright compliance was monitored.

Students and staff were able 1o access and
downioad the In;cz‘m’l

Students and stalf recieved appropriate and
timely assistance.

All stafl were frained in the use of B-mail.

e building technology commitiee functioned

according to plan.
Appropriate communication took place

A olan was developed with staff input.

ntsoftware was mainiained.
y plan was implemented,

A wzuilov of cur
A securt
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Ligt of Thinos fo Accomplish in
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NECESSARY 8KILLS

KNOWLEDGE, ABILITIES
¥ HMave o Know io
Accomplish Duty of Function

What Yo

PERFCRMANCE STANDARDS
How Will You Know the Job is Done?

NOTE; LIST EACH MAGDR JOB FUNCTION FPRIOR TO LISTING OF ROUTINE DUTIES, SKILLS AN

P PERFORMANCE STARDARDS

EVIDENCE EXISTS THAT,

300 PROVIDE INSTRUCTIONAL
ASSISTANCE

3.1 Amsist classes or small groups with media 301 Students were assisted in an appropriate
skills and other technolory related work. manner,

302 Attend meetings and provide staff with best 3.02 Meetings were attended and the resuits were
current practice. shared with staff.

3.03 Schedule media center for best instructional 3.03 Media center was scheduled properly.
function.

304 Assist learners in the use of electronic and 3.04 Students were assisted in the world of elec
printresources. trotnic and print media,

305 Provide staft development activities Tor 3.05 Staff were provided an in-service on topics of
stall eed.

3406 Prepare and disseminaie media center 3.06 Information was prepared and disseminated in
inflormation o stafl a timiely fashion.

307 Integrate technology into the K-12 tearner 307 Techrology was integrated into the K-12
ou tcomes. Learner Outcomes.

3.08 Help set pricrities for stafl development 3.08 The media generalist helped set pricrities for
activities. staff development,

4,00  OTHER DUTIES

4.01 Manage other media stafl including volun 4.01 All auxilary stafl were properly managed.
teers.

4.02  Manage student behavior in the media 402 Code of behavior was properly interpreted and
certer. implemented,

407 Build strong positive refationships with 4.03 Efforts were made to build relationships with
parents, students and staff. all customers.

4.04 Complete disirict reports, 4,04 Albdistrict reports were completed accurately

and on time,

4.05 Participate in grant writing efforts for 4.05 Efferts were made 10 obtain building grans.
building and district

4.06 Perform other duties as assigned, 4.06 Office duties were performed as assigned.




