
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTION 

 
 

 
Position:     Librarian - Teacher (Elementary)  
    
Supervisor:     Principal 
 
General Job Description:  To provide guidance and instructional experiences that are academically and 

developmentally appropriate for each student assigned to that classroom and manage 
the operation of the library. 

 
Essential Duties and Responsibilities: 
 

1. Design, plan, and implement a program of user guidance and a sequential program of library skills 
instruction based on the district library curriculum. 

2. Collaborate with teachers, when appropriate, for meaningful grade appropriate reference work and/or 
literature appreciation activities for their students. 

3. Accurately demonstrate knowledge of the library content area and established curriculum. 
4. Appropriately utilize a wide variety of teaching methods, media, and ways of communicating 

information to ensure that students can effectively and efficiently access and use a variety of 
information resources. 

5. Assist students in developing competency in listening, viewing, reading and interpretation skills. 
6. Utilize student assessment techniques and procedures. 
7. Communicate with and obtain feedback from students in a manner that enhances student learning and 

understanding. 
8. Manage the educational setting in a manner that promotes positive student behavior and a safe and 

healthy environment. 
9. Work productively with colleagues, parents, and community members. 
10. Develop and maintain collections based on the collection development and evaluation guidelines set 

forth in the district’s policies and procedures manual. 
11. Evaluate resources for selection and de-selection in all formats and for all grade levels based on the 

criteria set forth in the district’s library policies and procedures manual. 
12. Develop collections to support the personal, developmental, recreational, and cultural needs of patrons, 

as well as the curriculum, to ensure unrestricted access to information and ideas. 
13. Follow district policies and administrative rules and regulations. 
14. Organize, manage, and operate the library media center in accordance with established library policies 

and procedures. 
15. Administer the budget(s) for materials, coordinate requisitions, and maintain an accurate record of 

expenditures. 
16. Maintain an inventory of all library materials and equipment. 
17. Compile and maintain records of library materials as needed for evaluation and reporting to various 

agencies. 
18. Schedule the use of the library by class and small groups. 
19. Adhere to copyright as well as other guidelines pertaining to the distribution and use of resources. 
20. Participate on building and district level curriculum committees. 
21. Operate as a circulation agent between the school and the central non-print library.   
22. Communicate effectively both verbally and in writing. 
23. Perform other tasks deemed appropriate or necessary by the principal and/or Superintendent. 
 

 
 
 
 



Additional Duties and Responsibilities: 
 

1. Comprehend the principles of student growth, development, and learning, and apply them 
appropriately. 

2. Recognize student diversity and create an atmosphere conducive to the promotion of positive student 
involvement and self-concept. 

3. Demonstrate a willingness to examine and implement change, as appropriate. 
4. Publicize the services, resources, and new acquisitions of the library. 
5. Advocate the principles of intellectual freedom and ethical behavior. 
6. Serve as a learning facilitator within the school to support the development of effective strategies for 

teaching and learning. 
7. Serve as a resource for the classroom teacher in designing, implementing, evaluating, and modifying 

learning activities. 
8. Pursue professional growth activities in order to keep abreast of new information and developments in 

the field of library science. 
 

Qualifications: 
 

1. Bachelor’s degree with an emphasis in Library Media. 
  2. Valid New Mexico teaching license with endorsements as needed. 

3. Classroom teaching experience. 
4. Such alternatives to the above qualifications as the Superintendent may find appropriate and 

acceptable. 
 
Physical Requirements: 

  
Sitting, standing, lifting and carrying (up to 50 pounds), reaching, squatting, kneeling, climbing, and moving 
light furniture may be required.  Fingering or otherwise working with fingers. 
 

Safety and Health: 
 

Knowledge of universal hygiene precautions. 
 

Equipment/Material Handled: 
 
 Must know how to properly operate, or be willing to learn to operate, all multimedia equipment including 

current technology. 
 
Work Environment: 
 
 Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work are 

routine.  Flexibility and patience are required.  Job responsibilities include both inside and outside work.  Must 
be self-motivated and able to complete job assignment without direct supervision.  After hours work may be 
required.   May make site or home visits when needed and appropriate.  Must be able to work under stressful 
conditions. 

 
Terms of Employment: 
  
 Salary and work year to be established by the Board.                            
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