
Librarian 
Job Description 

 
Part-time/2 days a week 
 
Primary Purpose 
Supervise a small library and library program that is actively involved in the instructional program of the 
school; provide instruction, assistance, and leadership so that patrons effectively retrieve, evaluate, and 
utilize information as well as develop a love of reading and life-long learning. 
  
Qualifications 
Education/Certification 
Master’s degree from an accredited college or university or equivalent experience in the field 
Texas teaching certificate 
Valid Texas school librarian certificate or learning resources certificate or endorsement 
  
Special Knowledge/Skills 
Effective communication, public relations, and interpersonal skills 
Proficient in working with media/computer technologies 
Strong organizational skills 
  
Experience 
Minimum of 5 years’ experience teaching in a public or private school setting preferred 
  
Major Responsibilities and Duties 

1. Provide ongoing differentiated instruction and training in the effective use of all library resources for 
all students, staff, families, and community members  

2. Provide reading programs throughout the year to encourage students to develop a lifelong 
appreciation of literature. 

3. Collaborate and model with teachers to teach students in developing 21st century literacy skills 
using research and information problem-solving strategies. 

4. Facilitate access, use, and integration of technology to enrich the curriculum and enhance learning 
5. Demonstrate effective leadership strategies and interpersonal communication skills to promote 

achievement of library program goals. 
6. Complete reports, budget expenditures, and material cataloging.  
7. Promote access to resources and information during and beyond the instructional day. 
8. Select and order library materials in order to provide a balanced and up-to-date collection that 

reflects: 

o a diverse, multicultural community 
o support for the curriculum 
o student interests 
o independent reading needs  

  
9. Uphold and enforce school rules and administrative regulations. 



10. Stay current on age level appropriate literature. 
11. Maintain a positive and professional tone in all communications (i.e. email, written, and verbal). 
12. Stay up-to-date professionally through the selection of quality staff development opportunities for 

professional growth.  
13. Display proficient levels of technology applications.  
14. Utilize time wisely for effective management of job responsibilities.  
15. Maintain punctuality in daily work times, appointments, and meetings.  
16. Meet task completion deadlines established by supervisor.  
17. Perform other duties and accept other responsibilities as assigned. 

  
Working Conditions 
Mental Demands 
Ability to maintain positive attitude under stress of frequent interruptions, multiple tasks, deadlines and 
technical problems/delays 
  
Physical Demands 
Frequent standing, stooping, bending, kneeling, pushing and pulling; prolonged use of computer and 
repetitive hand motions; occasional lifting up to 50 pounds 
  
 


