GWA Job Description

Librarian

(Bibliothécaire)
Equipping Minds; Building Character
Overview:


Supervises the acquisition and use of  GWA’s electronic and print resources providing access to information that will enhance learning

Reports to:


Director of Curriculum
Supervises:


Arabic and French Library Coordinator, Library Assistants
Works closely with:
Staff, Administration, Parents, and Students

Areas of Responsibility:

I. Responsibilities with Students and Teaching staff:

A. Knowledge of Informational Resources:

· Maintains a strong knowledge of English print and electronic resources.
· Advises teachers on available resources. 
· Maintains a working knowledge of Arabic and French literature

· Monitors advances in digital resources for education, striving to make the most appropriate technological resources available to GWA’s program

· Skillfully navigates the currently used computer programs such as Mandarin, Ebsco, and Microsoft Office

· Oversees cataloging of all media.  Catalogs English media.
B. Professional Practice: 

· Actively manages all aspects of running the library
· Selects and acquires quality resources for students
· Provides library/information assistance to individuals, small groups and classes.
· Prepares resources to support classroom instruction
· Provides support for reading incentive programs including AR
· Helps students and teachers do research

· Reflects cultural understanding and uses discretion when handling sensitive issues involving book selection, cultural, geographical, religious, or political issues
· Encourages reading

· Establishes policies for and supervises circulation and shelving; assists with circulation and shelving
· In consultation with teachers, provides support for students with special reading needs

· Facilitates textbook distribution and collection
· Manages the teacher resource room
· Organizes enrichment activities such as book fairs, special storytimes, and library displays
· Communicates with GWA staff, students and parents about library resources and services
· Recruits and manages volunteers to assist in the library

II. Responsibilities with Library Staff and Administration

A.  Management of Library Staff: 

· Manages the Library Staff including Assistants, and French and Arabic Coordinator
· Completes personnel evaluations at least once per year

· Works well with Library Staff, utilizing each person’s strengths and experiences.

B.  Contribution to the Administrative Team:

· Communicates critical information to the Director and Administrative staff when requested.
· Assists in planning for future library needs and services.
· Serves as a liaison between Library Staff and Administration

· Prepares the Library status reports for the Director as requested
C. Financial Responsibilities:

· Prepares a budget recommendation for submission to administration 
· Makes purchasing decisions within budget constraints
· Oversees the tracking of overdue books and fees

· Oversees the pricing of lost/damaged books and communicates this to parents 

· Overseas the submission of past due bills to the cashier

III.   Personal Expectations:

· Models the character traits that GWA strives to develop in its students, including: integrity, excellence, respect, and honesty
Received by employee on ______________.  Initials: ___________







Date

approved by PC June 7, 2007                 Job Description: Librarian
Page 1 of 2
revised on November 2, 2007; November 29, 2007

