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Cutler-Orosi Joint Unified School District 

 

Library Aide 

Salary Range: Range 8-17  FLSA: Non Exempt Unit: Classified  

 
 

DEFINITION 

Under the direction of the Site Principal, coordinate and perform a variety of clerical, technical and library 
functions in an assigned school library; coordinate circulation of textbooks, information technology, library 
materials and learning software; process, shelve, distribute, inventory and store textbooks, library books  
and audio-visual materials and technology; requisition textbooks and student materials; select and 
requisition library materials; promote and implement the District Library Plan for the access and use of 
Library Information technology to students, teachers and staff; provide general and reference assistance 
to students and teachers.   

 
SUPERVISION RECEIVED AND EXERCISED 
Receive general supervision from assigned Principal.  Exercise no supervision of staff.  

 
CLASS CHARACTERISTICS 

This is a journey level class responsible for performing the full range of library activities, including 
circulation, support services, inventory, technology usage and student and teacher assistance.  
Incumbent learns and performs the full range of duties as assigned, working independently and 
exercising judgment and initiative.  Incumbent at this level receives only occasional instruction or 
assistance as a new or unusual situation arises and is fully aware of the operating procedures and 
policies of assigned area of responsibility.  This classification is distinguished from the Instructional Aide 
in that the latter performs classroom instructional activities and tutoring to support student learning. 
 

EXAMPLES OF ESSENTIAL FUNCTIONS 

Incumbent may perform any combination of the essential functions shown below.  This position 
description is not intended to be an exhaustive list of all of the duties, knowledge and abilities associated 
with this classification, but is intended to accurately reflect the principal job elements. All of the duties 
listed below are considered to be “essential” with the exception of “Other duties as assigned.” 

 
 Maintain school site library collection using online resources; physically process new and donated 

textbooks, library and reference books, periodicals and other instructional materials according to 
approved procedures; stamp and affix spine labels to new materials; add or remove titles to the 



Page 2 of 4 
Library Aide 

automated library database as appropriate; shelve and re-shelve books and materials; maintain and 
organize library shelves and maintain an accurate inventory; prepare District requisitions for library 
materials to include securing price quotes, verifying shipments and monitoring library budgets. 

 Coordinate the annual distribution of textbook and supplemental materials to ensure a sufficient 
textbook supply; perform yearly inventory of textbooks in accordance with established timelines; 
ensure all students have the required textbooks and supplemental materials.  

 Schedule and facilitate class visits to the library; present library information to students regarding the 
use of library resources; collaborate with teachers to prepare and facilitate age and grade-level 
appropriate library presentations; introduce genres of literature through book talks and read-a louds. 
Conduct library orientations at the beginning of the school year and as needed. 

 Check in and out books, instructional media materials and audiovisual equipment to students and 
staff; prepare and distribute overdue lists and notices; process overdue and returned materials 
according to established procedures. 

 Assist teachers in researching supplemental materials. Assist students in the use of computers for 
research and other educational activities. Assist in locating and selecting research materials 

 Assist students and staff with reading programs, including making teacher/student accounts in 
database, monitor students taking tests and assist with computer issues such as logging in and 
passwords. Assist students and teachers in the use and maintenance of library lab equipment.  

 Provide instruction, training, information, technical expertise and guidance to students, staff and 
others in the school community to encourage reading for enjoyment; assist students and staff in the 
selection of books, media and other information technologies to develop reference and study skills. 

 Clean, mend, cover and repair damaged books and other media materials; assist in the weeding out 
and discarding of old books and materials according to established procedures; delete discarded 
titles from automated library database or card catalog as appropriate. 

 Organize and prepare library displays, decorations and bulletin boards; maintain the library in a neat, 
orderly and safe condition; monitor and maintain acceptable student behavior in the library. 

 Perform general clerical duties, including: answering phones, cashiering, filing, composing letters, 
photocopying and other support; operate a computer terminal and software related to cataloging, bar 
coding and maintaining records; assist others in the use of related computer software as necessary. 

 Oversee student activities, including students taking tests; assist in observing and controlling student 
behavior using conflict resolution techniques and following the school’s student discipline policy. 

 Attend established traditional school-sponsored activities (e.g. Back to School Night, Open House, 
programs, activities) in accordance with the Collective Bargaining Agreement.   

 Train and provide work direction and guidance to student assistants, parents and volunteers. 
 Assist in the supervision of students during lunch breaks, at bus stops and on the playground. 
 Perform other related duties as assigned. 

 
QUALIFICATIONS 

 
Knowledge of and Ability to:  

 Use positive techniques for providing a high level of customer service by effectively dealing with 
parents, students, community members and staff. 

 Use tact, patience and courtesy; be reliable and have the ability to empathize. 



Page 3 of 4 
Library Aide 

 Use correct terminology, practices and procedures applicable to performing library support duties, 
indexing and inventory procedures including the Dewey decimal classification systems.  

 Use modern media materials and equipment, including computer and educational online resources.  
 Apply basic copyright laws. 
 Observe all District safety work practices and policies; use proper lifting techniques.  
 Keep abreast of current developments, emerging practices, innovations and research in library/media 

information technology and education fields; coordinate with district curriculum/educational programs. 
 Maintain consistent, punctual and regular attendance. 
 Maintain personal appearance, grooming and language patterns that provide a satisfactory example 

to students. 
 Possess the personal characteristics generally recognized as essential for public employees, 

including the demonstration of: integrity, initiative, emotional maturity, dependability, courtesy, good 
judgment and ability to work cooperatively. 

 Organize own work, set priorities and meet critical time deadlines. Work independently with little 
direction and with many interruptions. 

 Use modern office practices, methods and computer equipment and applications, including word 
processing applications and basic principles of record keeping and file maintenance. 

 Display the use of good judgment and decision making. 
 Type 35 WPM net from clear copy. 
 Learn and understand the District rules, regulations, policies and procedures and the organization 

and operation of the District as necessary to assume assigned responsibilities.  
 Observe and control student behavior according to approved policies and procedures. 
 Maintain assigned work area in a clean, safe and secure manner. 
 Communicate effectively both orally and in writing in English using correct spelling, vocabulary, 

grammar and punctuation. 
 Use tact, initiative, prudence and independent judgment within policy, and legal guidelines. 
 Establish, maintain and foster positive and harmonious working relationships with those contacted in 

the course of work. 
 Meet the physical demands and environmental elements required by the position.  
 

EDUCATION AND EXPERIENCE:  
 
Education: 

 High school diploma or equivalent. 
 Must meet academic requirement by any of the following: 

• Pass a District administered proficiency test in Reading, Writing and mathematics; OR 

• Completion of at least two years (four (4) semesters of 12 units or more) of study at a college or 
university; OR 

• Earn an Associate’s degree; OR 

• Complete 48 semester hours of college level coursework with a “C” grade or higher. 
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Experience: 

 Three (3) years of clerical or office support or related experience. 
 
LICENSES AND CERTIFICATIONS: 
Licenses and Certifications are conditions of initial and continuing employment. 
 
 Possession of or ability to obtain a First Aid Certificate and CPR Certificate.  

 
OTHER REQUIREMENTS:  

 Other skills/performance tests may be required depending on the assignment.  These may include, 
but are not limited to, writing, reading, math, excel and other job based skill/competence 
assessments.   

 Bilingual in English/Spanish preferred.  
 

 
WORKING CONDITIONS 

The work environment and physical demands of the position as described are representative of those 
that must be met by an employee to successfully perform the essential functions.  Reasonable 
accommodations may be made to enable individual to perform the essential functions of a specific 
position. 

PHYSICAL DEMANDS 
 
Must possess mobility to work in a classroom and/or office setting and use standard classroom and office 
equipment, including a computer and audiovisual equipment. Corrected vision abilities required include 
close vision, color vision, distance vision, peripheral vision and the ability to adjust focus; vision to read 
printed materials, a computer screen and to drive a vehicle to conduct work. Hearing and speech abilities 
required to effectively communicate in person and over the telephone. Finger dexterity is essential to 
access, enter and retrieve data using a computer keyboard or calculator and to operate standard office 
equipment.  Employee occasionally bends, stoops, kneels, reaches overhead above the shoulders and 
horizontally, pushes and pulls drawers open and close to retrieve and file information, climbs and walks 
on uneven surfaces to monitor playground activities;  May stand or sit for extended periods.  Employee 
must possess the ability to lift, carry, push and pull materials and objects weighing up to 40 pounds or 
heavier weights with the use of proper equipment.  

 
ENVIRONMENTAL ELEMENTS 
 
Employee primarily works in a classroom and/or office environment with moderate noise levels, 
controlled temperature conditions and little direct exposure to hazardous physical substances.  Employee 
may work outdoors and is occasionally exposed to loud noise levels and cold and/or hot temperatures.  
Employee may interact with upset staff and/or public and private representatives in interpreting and 
enforcing departmental policies and procedures.  Stress is an integral part of this job in dealing with 
people and meeting deadlines and workload requirements. Employee may be exposed to blood, 
infectious diseases and body fluids while rendering First Aid and/or CPR. 
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