
CERTIFIED LIBRARIAN JOB EXPECTATIONS 
 
The daily operations of the Elementary School library will be conducted by a certified Librarian.  
The building principal will be the immediate supervisor and evaluator for this position. 
 
PERSONAL QUALITIES:   These qualities will enable the librarian to successfully perform the 
duties of this job. 
 

 Understands and maintains confidentiality. 

 Displays the ability to establish and maintain effective working relationships with students, 
staff, volunteers and community members. 

 Displays a positive attitude and a desire to establish a positive and supportive learning 
environment in the Library. 

 Possesses good listening skills, so as to effectively determine student information needs. 

 Possesses an ability to switch tasks as needed. 

 Works effectively in spite of frequent interruptions. 

 Is flexible and comfortable with change and is willing to make changes as needed. 

 Understands that the library is the hub of VG and one of the first areas seen when students, 
parents and community enter the building.  

 
REQUIRED DUTIES:   

 Understands Washington’s Library Information and Technology Framework and plan 
instruction accordingly. 

 Must perform routine library functions necessary to provide library services.  These include 
but are not limited to: 

 Ordering, entering requisitions and maintaining the library budget each year.  

 Operates computers and other library technologies with ease and must have a willingness 
to upgrade and learn new skills on a regular basis. 

 Supervise and work effectively with Para Educators within the library.  Creating scheduled 
duties/activities for the para during assigned library times. 

 Understands and applies basic library organization systems such as Dewey Decimal, 
subject headings and keywords.  

 Circulation of books (check-in/check-out) using the automated computer system. 

 Reshelf books and repair or discard damaged books 

 Maintain inventory of Library items, including furniture and media equipment. 

 The Library should be kept neat and orderly and have a good visual appearance including 
the entry. 

 Assists students in routine use of Library resources. 

 With assistance from supervisor; must establish goals, expectations, and procedures for 
students and monitor their behavior.   

 Must be organized, attend to detail, and perform tasks with a high degree of accuracy. 

 Physically processes new materials and equipment.  

 Schedules use of media equipment and schedules repairs or replacement of media 
equipment as needed. 

 May choose to train and supervise student library assistants. 



 Performs multiple tasks simultaneously. 

 Works effectively under pressure. 

 Works independently and cooperatively with a good understanding of the function of the 
Library and the responsibilities of this job. 

 Willingness to implement challenge/incentive programs such as Battle of the Books.  

 Collaborate with school counselor for training and support to teach Kelso’s Choice Conflict 
Resolution k-5.  

 Coordinate and manage school Book Fair twice per year.  

 Other tasks, duties as necessary to effectively operate the Library program. 


