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Library Inventory
Chair

  Purpose: To oversee the inventory of the library
               Prerequisite/Requirement: Basic computer knowledge

   Job Responsilities  

· Order supplies for book maintenance/book processing

· Collection development 

· Cataloging of all donated and purchased books

· Classification of books

· Work with teachers to order books for our curriculum 

· Weeding – Deleting books from Follett, determining where books will be recycled

· Oversee year end inventory, every other year

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

· Follet Software (Computerized Library system)

· Book Covering/Book Maintenance and book Processing

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

· Display person.  Advise on current themes, new books coming in, etc. 

· Attend monthly Pacifica School District meetings with the other school’s library staff.

· Meets quarterly with Principal

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

                Use 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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