	Librarian
Dakar Academy Job Description

	Division/Department:
Media and Technology
	Location:        On Campus

	Job title:     Librarian
	Reports to:     Director
Supervises:     Library and Equipment

	Level/Grade:
                   All Levels
	Type of position:

 FORMCHECKBOX 
 Full-time

 FORMCHECKBOX 
 Part-time

 FORMCHECKBOX 
 10-month contract

 FORMCHECKBOX 
 11-month contract
	Hours:

At least 40 hours/week

	General Description:

The Librarian is responsible for upgrading and maintaining the library systems, cataloging information, and teaching library sciences to the students.


	Preferred Qualifications:

· Master’s degree in Library Science preferred
· Bachelor’s degree
· Excellent people skills
· Detail oriented
· Desire to work with and in youth ministry



	Major Responsibilities and Tasks:

A.  Maintain and Upgrade the Library Information Systems

(Direct technical processes connected with purchase of books, periodicals and other library materials.                   

(Compare selections with card catalogue and orders in process to avoid duplication.

(Compile list of publications recommended for purchase.    

(Update elementary card catalog to correspond wit the electronic database.

(Maintain electronic database system

(Prepare bills for lost or overdue materials.

(Repair books and other library-media resources.  Cover all new paperback books before being placed

into circulation.
(Work with the principal and teachers to identify present and future library needs, to suggest policy, and to promote the welfare of the library.

(Select and assign classification numbers and descriptive headings according to the Abridged Dewey Decimal and Sears Subject Headings systems of classification.

(Compose annotations or explanatory summaries of material content.

(Perform clerical duties particular to library work (discarding books, shelving books, filing catalog cards, typing reports, etc.)

(Monitor video/DVD check out process.

(Oversee the video budget for the whole school to avoid duplication.

(Produce all materials necessary to aid and inform students, staff, and parents and keep the library functioning smoothly:  informative bookmarks, brochures on reading abilities, lists of Books, Awards, library map, library signage, DA newsletter information, etc.

B.  Provide Support to Teaching Staff and Students
(Assist in the location of books, periodicals, and other materials upon request.

(Maintain checkout files.

(Receive returned books, inspect for damage, verify due date, and compute and receive overdue files.

(Provide library orientation to teachers and students.
(Teach students how to use the card catalogue and other library resources

(Assist students/staff in locating resources

(Assist staff in compiling resources for specific projects

(Attend all staff meetings (Elementary/Secondary)

(Demonstrate the use of library materials and equipment.

(Supervise library facilities to promote a proper learning environment to stimulate and reinforce easy access to information.

(Establish and maintain cooperative relationships with staff and students.

(Oversee Study Halls placed in the library.
(Hold weekly elementary classes of reading or library skills instruction by arrangement between the teacher and the librarian.


	Other Duties:

(Supports extra-curricular activities


	Characteristics and Skills:
· Communicates clearly
· Leads with integrity
· Assumes responsibility
· Works efficiently
· Maintains high standards
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