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School Librarian  
Job Description  

 
 

 
Essential Responsibilities: 

• Works collaboratively with school administration and staff to develop a library program that 
supports the curriculum. 

• Create partnerships by attending grade level/department meetings, reviewing pacing 
guides, serving on the school’s leadership team, and participating in other committees such 
as technology and curriculum committees. 

• Assume a leadership role in modeling and teaching the skills necessary to access, evaluate, and 

use resources effectively and responsibly for students, staff, and administration.  

• Work with staff, administration, and other specialists to ensure that information literacy skills 

are embedded systematically throughout the school and the library instructional program. 

• Provides instructional leadership for the teaching of literacy skills. 

• Manages the media center as a flexible, multi‐task learning environment.  

• Collaborate with classroom teachers and other specialists to develop assignments that are 
instructionally sound and include key critical thinking, literacy and social skills, and 
instructional technology.    

• Collect and analyze data to improve instruction and to demonstrate correlations between 
the school library programs and student achievement. 

• Provide active learning experiences and opportunities to meet the diverse needs of 
students.  

• Assess student learning before, during and after lessons; alter instruction to meet 
group/individual needs.  

• Promote reading in traditional and innovative ways such as social media, digital media, and 
print.  

• Develop initiatives to encourage and engage learners in reading, writing, and listening for 
understanding and enjoyment.  

• Teach students to follow an inquiry process as they ask questions, evaluate, and collect 

information from multiple sources to construct understanding by thinking critically.  

 

Title: School Librarian 

Qualifications: South Carolina Certification in School Librarian  

Reports To: Principal 

Terms: 190 Days 

Pay Scale: Teachers 

FLSA Status: Exempt  
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• Ensure flexible and equitable access to resources that support the student’s academic 

and personal learning needs.  

• Encourage the use of instructional technology to engage students and to improve 

learning. 

• Develop and maintain an up‐to‐date, culturally diverse collection of print and non‐print 

resources appropriate to the curriculum, the learners, the teaching styles, the 

instructional strategies used, and reflect students’ interests.  

• Use available statistics to make data‐driven financial and program development 
decisions regarding the library collection and program.  

• Ensure equitable and ethical use of information.  

• All other duties as assigned by the school principal or his/her designee.  
 
Additional Duties: 
Performs other related tasks as assigned by the Superintendent or other district office administrators 
as designated by the Superintendent. 
 
Work Place Expectations: 

1. Work effectively with and respond to diverse cultures or backgrounds. 
2. Demonstrate professionalism and appropriate judgement in behavior, speech, and dress in a 

neat, clean and professional manner for the assignment and work setting. 
3. Have regular and punctual attendance. 
4. Follow all District policies, work procedures, and reasonable requests by the proper authorities. 

 
Language Skills: 
Ability to read, analyze, and interpret general business periodicals, professional journals, technical 
procedures or governmental regulations. Ability to write routine reports and 
correspondence.  Ability to respond to common inquiries or complaints from customers, regulatory 
agencies or members of the business community. 
 
Mathematical Skills: 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 
fractions, and decimals. 
  
Reasoning Ability: 
Ability to deal with problems involving a variety of concrete variables in standardized situations. 
  
Other Skills and Abilities: 
Ability to pass a District typing test.  Ability to operate a personal computer and related 
software.  Ability to develop effective working relationships with students, staff and the school 
community. Ability to communicate clearly and concisely, both orally and in writing.  Ability to 
perform duties with awareness of all district requirements and the Board of Education policies. 
  
Physical Demands:  
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The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential responsibilities and function of the job and are not meant to be 
all inclusive.  Reasonable accommodation may be made to enable individuals with disabilities to 
perform the essential responsibilities and functions of the job. 
 
Unless reasonable accommodations can be made, while performing this job the staff member shall: 

1. Sit, stand and walk for required periods of time. 
2. Speak and hear. 
3. Use close vision, color vision, peripheral vision and depth perception along with the ability to 

focus vision. 
4. Communicate effectively in English, using proper grammar and vocabulary. American Sign 

Language or Braille may also be considered as acceptable forms of communication. 
5. Reach with hands and arms and use hands and fingers to handle objects and operate tools, 

technology equipment, computers, and/or controls. 
  
Work Environment:  
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
  
The noise level in the work environment is usually quiet. The employee is continuously interacting 
with the public and staff.  
  
Disclaimer Statement: 
This job description is not intended as a complete listing of job duties. The incumbent is responsible 
for the performance of other related duties as assigned/required. This job description is not an 
employment agreement or contract. Management has the exclusive right to alter this job 
description at any time without notice. 
 
The information contained in this job description is for compliance with the Americans with 
Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this 
position.  Additional duties are performed by the individuals currently holding this position and 
additional duties may be assigned. 
 
EEO Statement: 
Marlboro County School District is an Equal Opportunity Employer and does not discriminate based on 
age, sex, race, color, religion, national origin, handicap or disability, or any other protected 
characteristic in admission to, access to, treatment in or employment in its programs and activities. 
 
Employee’s Acknowledgement Statement: 

1. I have reviewed the above position description and understand its contents. 
2. I am aware that my position description may be revised or update at any time and once 

notified of changes, I remain responsible for knowledge of its contents. 



 
VISION 

The School District of Marlboro County will partner with all stakeholders to develop responsible citizens, lifelong learners and global leaders. 

                                                                      

MISSION 

The mission of Marlboro County School District is to provide a quality education and enable all students to achieve their highest potential. 
 

3. I hereby certify that I possess the physical and mental ability to fulfill the essential functions of 
the above position with or without reasonable accommodation(s).  If I require 
accommodations(s) in order to fulfill any or all of these function, I agree to provide information 
to the District regarding the requested accommodation(s). 

 

Employee’s Name (Print): _______________________________________________________  

Employee’s Signature:  _______________________________________________________ 

Date:    _______________________________________________________ 
 


