
 
CLASSIFIED JOB POSTING 

Temporary, Part-time Library Assistant @ Sisters Elementary and Sisters Middle Schools 

Posting Date:  June 8, 2017 

1. Troubleshoot all audio-visual (A/V) equipment. 
2. Follows and maintains knowledge of all District policies and procedures. 
3. Knows and uses Dewey Decimal System. 
4. Catalog books and new equipment. 
5. Repair, cover and bind damaged books. 
6. Assists students with reference work, selection of books, online reference searches, and computer use 

in the media center. Supervise students during library visits. 
7. Prepares materials as requested by teaching staff for instruction. 
8. Processes check-ins and check-outs of books, periodicals, and reference materials and audio-visual (A/V) 

equipment to staff and students before, during and after school.   
9. Processes new textbooks. 
10. Coordinate set-up of special events and book fairs in the library. 
11. Works with students in groups or individually assisting in the development of media and computer skills. 
12. Maintains circulation records for library books, reference materials, periodicals and textbook depository. 
13. Inventories, orders and stocks library supplies. 
14. Assist with collection of fees and billing. 
15. Maintain current records, track over-due and lost books, create accounts for patrons and manage student 

library cards. 
16. Professionally represent the school and the District in interactions with parents, community, staff, and 

students and resolves conflict in a professional manner. 
17. Comply with applicable District, state, local and federal laws, rules and regulations. 
18. Attend work regularly. 
19. Other duties may be assigned as needed. 

 

Supervisory Responsibilities: This position may supervise student aides.  All school employees have some responsibility for 
supervising students and assisting in maintaining a safe environment. 
 

Qualifications: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 

 Education and/or Experience:  Associate's degree (A.A.) or equivalent from two-year college or technical 
school or one to two years' related experience and/or training or equivalent combination of education 
and experience. Prior successful experience working in a school setting or library setting strongly 
preferred. 

 
 Interpersonal Skills:  Works well with others from diverse backgrounds.  Focuses on solving conflict; 

maintaining confidentiality; listening to others without interrupting; keeping emotions under control; 
remaining open to others’ ideas and contributing to building a positive team spirit. 



 
 

 
 

 
 Language Skills: Ability to communicate fluently verbally and in writing in English.  Ability to respond 

to common inquiries or complaints from students, parents, staff, or members of the community.  
Ability to read and interpret documents such as safety rules, operating and maintenance instructions 
and procedure manuals.  Ability to write reports and business correspondence.  Ability to speak 
effectively before students, staff and parents. 

 
 Mathematical Skills:  Ability to add, subtract, multiply and divide in all units of measure, using whole 

numbers, common fractions and decimals. Ability to compute rate, ratio and percent and to draw and 
interpret bar graphs. 

 
 Reasoning Ability: Ability to solve practical problems and deal with a variety of concrete variables in 

situations where only limited standardization exists.  Ability to interpret a variety of instructions 
furnished in written, oral, diagram or schedule form. 

 
 Computer Skills:  General knowledge of computer usage and ability to use database software, 

accounting software, internet software, e-mail, spreadsheets and word processing software.  Ability to 
provide basic computer, A/V equipment and hardware troubleshooting.  Ability to proficiently use the 
following programs strongly preferred: eSIS,  Follett, PowerPoint/Presentation, MS Excel, Publisher, and 
MS Word.  Ability to type accurately and proficiently. 

 
 Other Skills and Abilities:  Ability to appropriately communicate with students, teachers, 

parents, members of the community and others including vendors and other agencies.  Ability 
to exercise good judgment and work in an environment with frequent interruptions. 

 
 Certificates, Licenses, Registrations:  Certificates as determined by the District.  Must have or be able to 

obtain a valid CPR/First Aid card. 
 

SALARY: To be determined (Grant Funded) 
 
POSITION CLOSES: Until Filled 
 
START DATE: ASAP 
 
SUBMISSION: If you are interested in applying  for this position, please send a completed SSD Application, Cover letter, 
resume and two letters of recommendation to the Human Resource Department at: 
Sisters School District Attn:  
Shirleen Cundiff  
535 E. Cascade Ave. Sisters, OR 97759 
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