
FLEMINGTON-RARITAN REGIONAL SCHOOLS 

 

JOB DESCRIPTION   
 

 

TITLE:               Library Clerk 

 

 

QUALIFICATIONS: 
 

 1. High School Diploma, typing ability, clerical skills,  And skilled use of 

word processing, database, and spreadsheet software. 

2. Effective human relations, and communication skills, and is self-

motivated. 
3. Required criminal history background check and proof of U.S. 

citizenship or legal resident alien status. 

4. Desire and ability to interact with K-8 students. 
 

 

 

 

REPORTS TO: 
Principal 

SUPERVISES: 
 

JOB GOAL: 
To assist the Media Specialist in providing a well-organized, smoothly 

functioning media center in which students and staff can fully utilize the 

available print and electronic resources available in the facility. 

PERFORMANCE RESPONSIBILITIES: 

 

1. If certified, supervises students in the Media Center during the absence of the Media Specialist. 
 

2. Operates the circulation desk as assigned, following established procedures and routines. 
 

3. Enters/ types  purchase orders, reports, documents, bibliographies, schedules, correspondence, 

and assorted miscellaneous tasks associated with the running of the  media center and 

maintenance of the collection. 

 

4. Performs general clerical and office tasks necessary to the functioning of the media center and 

automation system. 
 

5. Makes repairs on damaged materials. 

 
6. Assists in checking in orders, preparing materials for circulation, as per librarian direction, 

following established routines and procedures. 

 
 

7. Prepares, sorts and distributes overdue notices. 

 

8. Shelves books and maintains correct shelf order. 
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9. Under the direction of the media specialist, responds to teacher requests for print, non-print 
materials, and equipment. 

 

10. Under the direction of the media specialist, assists students and staff in locating and using 
materials, equipment and hardware in the media center. 

 

11. Assists in the inventory of the collection and maintains records, inventory reports, and 

bookkeeping accounts as per the media specialist's directions. 

 

12. Assists in maintaining equipment and hardware and demonstrating its use. 

 

13. Assists in maintaining the general attractiveness and neatness of the media center and displays. 
 

14. Assists in the training of parent volunteers.  

 

15. Performs such duties as assigned by the media specialist and principal which pertain to the 

functioning of the total library program. 
 

TERMS OF EMPLOYMENT: 
Salary and work year to be determined by the board of 

education. 

EVALUATION: 
Performance of this job will be evaluated annually in 

accordance with provision of the board policy. 


