
Saint Mary’s Catholic School 
Library Media Specialist Position Description 

 
The Librarian Media Specialist is a faculty member who works with students at Saint Mary’s 
School in grades pre-Kindergarten to 8th by developing, implementing and interpreting an 
effective library media program designed to meet the information needs of students.  The 
Librarian Media Specialist collaborates with faculty to both teach information retrieval skills as 
well as insure adequate materials and equipment are available to meet the demands of the daily 
instructional programs.  In addition, the incumbent will keep an open line of communication 
with parents to insure students are supported while meeting information gathering needs. 
 
The Librarian Media Specialist will insure that Gospel values and Catholic teachings are an 
integrated and continually present part of the Christ centered learning environment. 
 
Incumbent will report to the Principal of Saint Mary’s School.  The incumbent will work 
cooperatively with other faculty and staff, and will serve as a resource to all faculty and staff for 
integrating information retrieval instruction in classroom activities. 
 
Responsibilities and Tasks of the position: 
 
Teacher: The library media specialist is an integral part of the instructional team. She/he 
fosters a positive attitude toward the use and communication of information by students and 
teachers and creates an environment where literature and language is valued. 
As a teacher, the library media specialist: 

1. Teaches information skills as an integral part of the content and objectives of the 
school’s curriculum. 

a. Regularly scheduled classes for grades pre-K to 5. 
b. As needed classes for grades 6 – 8. 

2. Jointly plans, teaches and evaluates instruction which incorporates information 
access, use and communication skills with the classroom curriculum. 
3. In cooperation with the Technology Teacher, provides instruction in the use of 
technology to access information outside the library media center. 
4. Uses a wide variety of teaching methods, media, and ways of communicating 
information to insure that students can access and use all types of information sources. 
5. Takes a leadership role in promoting and demonstrating the use of new technologies 
and media with teachers and other adults. 
6. Encourages students to read for pleasure and motivates their reading through a 
variety of methods. 
 

Instructional Consultant: The library media specialist acts as a consultant to coordinate 
student learning experiences with school and outside resources. As instructional consultant the 
library media specialist: 

1. Participates in grade-level, school and Diocesan curriculum development and 
assessment projects. 
2. Offers assistance to teachers in the selection and purchase of instructional materials, 
and in the use of information resources. 
3. Plans cooperatively with teachers to incorporate information skills into the classroom 
curriculum and to assist teachers in developing resource based units and activities. 
4. Provides leadership in assessing, evaluating and implementing information and 
instructional technologies. 
5. Recommends student-level literature to teachers and encourages them to read to 
their classes as well as reading personally for an awareness of the literature available. 



 
Information Specialist: The library media specialist provides access to information and 
resources for all students, staff and community users. As information specialist the library media 
specialist: 

1. Makes resources available to students and teachers through a systematically 
developed collection within the school and through access to resources outside the 
school. 
2. Provides access to the library media center collection through the management of an 
accurate and efficient organization and retrieval system. 
3. Assists students in identifying, locating and interpreting information housed in the 
library media center and helps students locate information outside the library media 
center. 
4. Provides access to the library media center throughout the school day, scheduling 
class visits flexibly to encourage use at the point of need: organizes and manages the 
library media facility in a manner that encourages access. 
5. Develops and implements policies and procedures which ensure that access to 
information is not impeded; interprets laws and district policies regarding information. 
6. Informs teachers, students, parents and administrators of new materials, equipment 
and services that meet their information needs. 
7. Manages selection and ordering of materials through a process which involves 
teachers, administrators, students and parents; administers budgets for library media 
resources. 
8 Communicates library media program needs to the administration. 

 
Media. The library media specialist is responsible for the technology and equipment that 
supports the instructional program at Saint Mary’s School.  As media coordinator the library 
media specialist: 

1. Assists faculty and staff in deploying hardware and software that supports the 
instructional program. 
2. Serves as the contact to media vendors. 
3. Assists in identifying deficient equipment and software issues and coordinates 
resources to resolve problems. 
4. Identifies obsolete equipment, recommends upgrades and coordinates distribution of 
hardware and software. 

 
Physical Demands / Environment 
 
Position requires active participation in the classroom environment, including prolonged 
physical activity.  Strenuous exercise and movement may be required. 
 
Performance Appraisal: 
 
Teachers are observed by peers and administrators as part of a planned performance appraisal 
process.  Written observations of classes are provided to the teacher. 
 
Working Conditions: 
 
Must have the ability to sit and stand for extended periods of time; exhibit manual dexterity to 
dial a telephone, to enter data into a computer; to see and read a computer screen and printed 
material with or without vision aids; hear and understand speech at normal classroom levels, 
outdoors and on the telephone; speak in audible tones so that others may understand clearly in 
normal classrooms, outdoors and on the telephone; physical agility to lift up to 25 pounds; and 



to bend, stoop, climb stairs, and reach overhead.  Teachers report to school routinely one half 
hour before the start of the student day, and remain until one half hour after students are 
dismissed.  Teachers are required to attend faculty meetings, school events and professional 
development activities as scheduled. 
 
Date of Revision: 
 
This job description is effective beginning the 2016-2017 school year. 
 
Exempt, Non-exempt? 
 
This position is Exempt as classified in accordance with the Fair Labor Standards Act. 
 
Qualifications: 
 
Must possess a Bachelor’s or Master’s degree in education or a related field. Must be eligible or 
possess Virginia License with the appropriate endorsement as a Library Media Specialist.  Must 
possess ability to communicate effectively verbally and in writing. Must possess the ability to 
establish and maintain effective working relationships with students, staff, parents, and the 
public.  Must be willing to work outside of regularly scheduled school hours. 
 
Benefits: 
 
Benefits are provided as described in Called to Work in Harmony: Personnel Policies for 
Lay and Religious Employees, Catholic Diocese of Richmond. 



Saint Mary’s Catholic School in Richmond, Virginia seeks a Library Media Specialist to 

provide a variety of learning and teaching resources supporting academic standards, 
information literacy skills and general interest topics for students in grades 2 - 8 for the 
2016-2017 school year.  Responsibilities include teaching library and information retrieval skills 
to students in grades pre-K to 5, supporting students in grades 6 – 8 enrolled in the IB Middle 
Years Programme, and consulting with faculty and staff on appropriate uses of media to support 
instruction.  Expectations include integrating Catholic tradition and teachings in daily 
instruction and a strong commitment to a faith-based educational environment.  Qualifications 
include a Virginia State Teaching License (or eligibility for) as a Library Media Specialist, and a 
commitment to professional growth.  Salary is based on training and experience.  This is a full-
time benefitted position.  For additional information, visit www.SaintMary.org/employment 
or contact the Principal, Dr. Thomas D. Dertinger at tdertinger@SaintMary.org.  Position 
will remain open until filled, review of applications will begin July 20, 2016. 


