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Library Use
Chair

  Purpose: To oversee use of the library.  Coordinate classroom visits and Lunch 

   program use

               Prerequisite/Requirement: Basic computer knowledge

   Job Responsilities  

· Coordinate library time for classes with the teachers

· Set up online calendar system and volunteer contact database

· Maintain calendar and alert volunteers of library closures

· Update Library Training Manual – as needed

· Set up Student Barcode manual at beginning of each school year, with the assistance of the District IT personnel

· Maintain Patron Maintenance for any new students or departing students throughout the year

· Set up Roster/School Info binder at the beginning of each school year

· Recruit, train, and supervise parents to assume the duties of: 

· Circulation desk duties and shelving

· Follet Software (Computerized Library system)

· Track overdue Books

· Teach library skills and read a story to visiting classes

· Supervise the library and computer lab during recess and lunch break

· Attend monthly Pacifica School District meetings with the other elementary school’s library staff, when Book Inventory Chairperson cannot.

· Oversees: 

· Book Fair Organizer

· Computer Lab Coordinator

· Literature Coordinator

· Meets yearly with Principal

     
   Financial Responsibility: Oversees the library/media budget along with the Library 

               Book Inventory Chairperson;
              Hours recording procedure: Hours are calculated on per month basis for 10 months

               (Sept. to June) and are automatically posted by the hours recorder each month.  
   Hours earned: 60


Reports to: Principal, PTO Board

              Selection Process: Appointed: This position will be filled by the PTO Executive Board 

              appointment.  Please sign-up if you would like to be considered for it.  You  may be asked to 

              submit a written statement outlining your qualifications.  You may submit your name to the

              PTO President or sign the sheet below at any time until the close of the election.
  Term: August to June 

  Candidates
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