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PRIMARY LIBRARIAN

JOB LEVEL AND TITLE

· The job title will be Primary Librarian.  This is a professional position that carries teaching status at the school.  The position may be either local or foreign hire.

PURPOSE

· The job of Primary Librarian exists in order to provide direction, offer curricular support, encourage literacy, and enrich classroom and community programs in the primary library and the community which it serves. As well, the position exists in order to promote and reinforce the school’s mission statement, as follows:

· To educate students in a bilingual, democratic environment to be autonomous, and to demonstrate a spirit of inquiry and collaboration, a commitment to excellence, and the highest aspirations for the welfare of both the individual and society.
DUTIES AND RESPONSIBILITIES

Duties include but are not limited to:

· To work closely with the Head of information Services in designing and implementing curricular collaboration, library skills programs, and other primary events

· To develop and implement (through integration into existing class projects) a curriculum and a scope and sequence for the primary library

· To design and execute library programs and events which promote reading, encourage investigation and make the library an inviting place

· To produce bulletin boards and displays which promote reading and library activities, including spaces for student-created work

· To coordinate scheduling (and rescheduling, when needed) of all fixed and flex classes in the primary library

· To specifically work with the classes in grades second through fifth AND to oversee the preparation and execution of programs designed by the Primary Library Assistant for grades kinder through first

· To coordinate materials purchases with the primary teaching staff for submission to the Head of Information Services

· To make recommendations for programs, events, changes in policy, and curriculum to the Head of Information Services

· To assist in the secondary library or other library venues when the need arises

· To continue work on the retrospective conversion process

· To provide resource materials and orientation to the primary staff and students

· To provide assistance to patrons

· To manage the basic day-to-day operations of the primary library within the established policies and philosophy of the library

· To meet regularly with the grade level teams in primary
· To assist in the care and maintenance of the primary library’s physical plant

· To direct the library in the absence of the Head of Information Services
· To perform other related duties as assigned
RELATIONSHIP TO THE ORGANIZATION AND SUPERVISORY RESPONSIBILITIES

· The Primary Librarian is responsible to the Head of Information Services and aids the Head of Information services in the planning, organization and daily running of the library.

· The day-to-day supervisory responsibilities for the position include a staff of 2, as follows:

· 1 Primary Library Assistant
· 1 Maintenance Person
QUALIFICATIONS

· The Primary Librarian should have the following characteristics:
· Library experience or a working knowledge of library organization, procedures, tools, etc.
· Ability to deal effectively with the public
· Ability to communicate effectively, orally and in writing
· A working knowledge of technology as it relates to online databases, Internet searching and library programs
· Fluency in Spanish and English
· College education
· Any combination of education and experience that would indicate ability to perform the above duties

· The Primary Librarian may have the following characteristics, as well:

· Assertive, outgoing personality and a sense of humor

· Cataloging experience

· Teaching experience in the primary or preprimary grades

· Familiarity with curriculum construction and implementation

· Ability and willingness to take on extracurricular activities as needed and desired

· A love of and familiarity with children’s literature
SALARY RANGE

· The salary range will be dependent upon the candidate’s status (local or foreign hire), experience and qualifications.
The Colegio Bolivar is an equal opportunity employer, which does not discriminate on the basis of sex, race, religious affiliation or age.
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