Job Title:

Library Paraprofessional
Qualifications:
The position requires a high school diploma and, preferably, training in the fields of libraries, computers, reading, and audiovisual materials and equipment. An effective paraprofessional has the ability to work independently and cope with continual interruptions and shifting job priorities. He or she should have excellent computer and keyboarding skills. Interests, skills, and the affinity for working directly with young people is necessary. This is a position that involves a great deal of activity and requires strong public-relations skills
Reports to:          Principal
Job Goal:
The library paraprofessional is a person trained and skilled in the areas of technical services who is in charge of overseeing basic school library operations under the Library Media Specialist at the High School
Type of Position:
189 days


Wage:
Letter of Assurance
Hours per week:
32.5




Responsibilities: 

· Assist in maintaining an organized and up-to-date catalog and circulation system
· Process new materials, making them ready for checkout
· Keep the library media center organized, clean, neat, and welcoming to visitors
· Prepare bulletin boards, displays, bibliographies, etc. on a regular basis
· Help students and faculty locate materials through the use of the automated catalog and electronic resources
· Assist in finding and verifying bibliographic information
· Monitor students while using the library
· Prepare and disseminates overdue notices and collects replacement costs for lost/damaged items
· Shelve materials and makes sure items are maintained in Dewey order
· Obtain basic or “copy cataloging” information for newly acquired materials
· Arrange for interlibrary loans and maintains appropriate interlibrary loan records and reports
· Maintain and update databases of purchase orders and video and periodical collections
· Keep statistical records on usage, circulation, etc.

· Notify students when reserved books are available
· Assist in preparing bibliographies
· Assist with displays and other special projects
· Supervise and execute automated inventory
· Help to maintain a friendly and helpful atmosphere for students and faculty
· Performs any other related duties that may be assigned by the library information specialist and the Principal
EVALUATION:  Performance of this job will be evaluated in accordance with The Hinsdale Support Staff Contract
PHYSICAL ACTIVITY REQUIREMENTS (Frequently, Occasionally, Rarely):

PRIMARY PHYSICAL REQUIREMENTS


OTHER PHYSICAL CONSIDERATIONS

Lift up to 10 lbs: Frequently required



Twisting: Occasionally

Lift up to 25 lbs: Occasionally



Bending: Occasionally

Lift 26 to 50 lbs: Rarely




Crawling: Rarely

Lift over 50 lbs: Rarely




Squatting: Rarely









Kneeling: Rarely

CARRY up to 10 lbs:  Frequently required


Crouching: Rarely

CARRY 11 to 25 lbs: Occasionally



Climbing: Rarely

CARRY 26 to 50 lbs: Rarely




Balancing: Rarely

CARRY over 50 lbs: Rarely









WORK SURFACES:  (describe)


REACH above shoulder height: Occasionally


Composite desk
REACH at shoulder height: Frequently required


Carpet/tile floors
REACH below shoulder height: Frequently required

Computer keyboard/screen

PUSH/PULL: Occasionally

HAND MANIPULATION
DURING AN EIGHT HOUR DAY, 


HAND MANIPULATION
EMPLOYEE IS REQUIRED TO:






Consecutive hours

Total Hours


Grasping:
Occasionally

Sit:  2


5



Handing:
Frequently required

Stand:  1


2



Torqueing:
Occasionally

Walk:  1


1



Fingering:
Frequently required





Environment:  Inside:  98%
Outside:  2%

COGNITIVE AND SENSORY REQUIREMENTS:
Talking:


Necessary for communicating with others.

Hearing:


Necessary for receiving information and instructions.

Sight:


Necessary to do job effectively and correctly.

Tasting & Smelling:
Smelling required to detect noxious fumes and odors.

SUMMARY OF OCCUPATIONAL EXPOSURES:
Bacterial and viral infections carried by children Cleaning products
Special Conditions of Employment

All employees must pass a criminal history background check 

Employee signature ________________________________________ Date _______________________

Human Resources _____________________________________ Date _______________________

Approved by the Hinsdale School Board 06/10/15
Short Description:  (Example:  Work is performed inside and out of doors in an environment which includes exposure to physical elements or a number of disagreeable working conditions.)





The physical demands of the duties described here are representative of those that must be met by an employee to successfully perform the essential functions of this position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.








