
CLOVIS MUNICIPAL SCHOOLS

Position: Library Associate

Supervision: High School Librarian and Assistant Principal

General Job Description:  Perform paraprofessional library tasks in the high school library.  This
position requires the application of basic principles of library and
information science.

Essential Duties and Responsibilities:

1. Assist students in understanding the library’s organization.
2. Assist the teacher-librarian with orientation of new students.
3. Assist the teacher-librarian by providing instructional reinforcement in the use of:

a. Information literacy research models
b. A variety of resources including print and audiovisual materials as well as online

databases and web sites.
c. The library’s computer OPAC catalog.
d. Internet web browsers
e. Computer applications

4. Monitor student performance during research projects.
5. Assist the teacher-librarian with reader advisory services by:

a. Assessing students’ interests and reading levels and assisting them in the selection
and interpretation of library materials.

b. Giving book talks to classes and other groups.
c. Creating online book talks and making them available on computer kiosks.
d. Preparing book displays and creating bibliographies to promote reading to a diverse

student population.
e. Planning activities for special library weeks (such as Teen Read Week) to promote

reading.
6. Monitor students in the library.
7. Follow district policies and administrative rules and regulations.
8. Maintain behavior appropriate to performing and accomplishing assigned duties.
9. Know what to do to successfully complete assigned work.
10. Project over-all concern for personal appearance as it relates to job performance.

Additional Duties and Responsibilities:

1. Participate in informal collaboration with teaching staff to identify student information needs
and to plan instruction accordingly.

2. Assist in the preparation of instructional materials (e.g., bibliographies, research checklists,
worksheets, etc.).

3. Pull and organizes materials to send to classrooms based on the teacher’s curriculum needs.
4. Assist in the maintenance of records in the library’s OPAC catalog.
5. Assist in routine cataloging and classification of library materials.
6. Read and evaluates reviews and recommends materials for selection that support instructional

priorities as well as recreational and informational needs of the library’s patrons.
7. Assess the library’s collection based on currency, curriculum needs and usefulness.
8. Prepare books and magazines to be sent to a bindery.
9. Assist with the maintenance and inventory of the library’s materials collection.
10. Help maintain patron circulation records.
11. Compile overdue lists and notices and collects fees and fines.
12. Assist with the operation, maintenance and inventory of AV equipment, computer hardware

and other equipment used in a library.



13. Identify hazards, assess risks and take appropriate action.
14. Assist the teacher-librarian in the supervision of library clerical assistants and student library

helpers.
15. Prepare signs and posters to inform patrons about library services.
16. Prepare CMS IDs using the photo ID computer system.
17. Assist with fund-raising events.
18. Attend professional meetings and workshops to improve the quality of library instruction and

learning.
19. Perform other tasks deemed appropriate or necessary by the immediate supervisor, principal

and/or superintendent.

Qualifications:

1.  Bachelor's degree or equivalent.
2. Six months of library-related experience or any equivalent combination of experience and

training which provides the required library knowledge, skills, and abilities.
3. Ability to relate tactfully and diplomatically to others.
4. Such alternatives to the above qualifications as the Superintendent may find appropriate and

acceptable.

Physical Requirements:

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

Safety and Health:

Knowledge or 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.  Must be self-motivated and able to
complete job assignment without direct supervision.  After hours work may be required.  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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