SAN LUIS COASTAL UNIFIED SCHOOL DISTRICT

~ DIVISION OF PERSONNEL SERVICES
‘g//_\ Classified Service
May 1, 2008
W ANNOUNCEMENT OF EXAMINATIONS TO

ESTABLISH AN ELIGIBILITY LIST(S) VALID FOR SIX MONTHS

TO BE POSTED ON ALL CLASSIFIED BULLETIN BOARDS
ANNOUNCEMENT #050108

POSITION TITLE: LIBRARY MEDIA CENTER TECHNICIAN

SALARY & WORK YEAR: 2007-2008 California School Employees Assaociation (CSEA) Salary Schedule -
Range 225, $18.11/hr - $19.96/hr. Advance placement is contingent upon at least 3
years of equivalent experience within the past 10 years in a public school district or
county office of education. Assignment is 182-day work year; 2 to 8 hours/day.

PURPOSE: To establish an eligibility list for vacancies occurring in the next six months and to
fill current vacancies: Site(s) to be determined.

JOB REQUIREMENT: See Class Specification
CERTIFICATE/CREDENTIAL:

Library Technology Certificate or California Library Services Credential — Required. Please attach Certificate
or Credential to the application.

APPLICATION PROCEDURE:
School District applications and at least two signed letters of recommendation on letterhead, MUST be

on file in the Personnel Office, San Luis Coastal Unified School District, 1500 Lizzie St., Room A, San Luis
Obispo, CA 93401-3062 by 4:00 P.M. on MAY 21, 2008.

TEST INFORMATION:

A) 40% - The District Application and Supplemental Application forms covering relevant knowledge, skills,
abilities, experience and education will be evaluated on a job-related basis. Minimal passing score is
70%.

It is anticipated that the eight applicants with the highest combined paper-screening scores will be
eligible to proceed to Step "B". Applicants must call Nancy Kunde at 549-1239 on MAY 23, 2008,
between 10:30— 11:30 a.m. to find out if they are eligible to proceed to Step “B” the Oral Board
Interview.

B) 60% - An oral interview covering personal qualifications, experience, and training is scheduled for
May 29, 2008. Minimal passing score is 70%. Minimal combined averaged paper-screening and oral
interview score is 70%.

SPECIAL NOTES: 1) Correctly filling out forms and following other instructions contained in this notice are part of the
testing process. 2) Handicapped applicants need to notify the Personnel Office of any special needs so that adequate
preparation may be made for their testing. 3) Veterans qualifying for the oral board examination may receive 5 additional
points added to their final score if proof of discharge is submitted at time of oral board interview. A "veteran" as used here
means any person who served in the United States armed forces in time of war, or national emergency. 4) Eligibility lists
are established for a period of six months. In accordance with Personnel Commission Rule 6.2, names may be certified
from the Open Eligibility List before the Promotional Eligibility List is exhausted.

WE ARE AN EQUAL OPPORTUNITY EMPLOYER



SAN LUIS COASTAL UNIFIED SCHOOL DISTRICT
CLASS SPECIFICATION

LIBRARY MEDIA CENTER TECHNICIAN

PURPOSE OF POSITION

To perform a variety of technical and specialized library duties in an elementary or continuation school library
media center and computer lab or District Instructional Media Center (IMC), manage the operation of an elementary
or continuation school library, present information literacy curriculum to groups of students, assist teachers and
students in locating and using a wide variety of library materials and technology resources, serve as Site Technology
Coordinator, assist students in library and computer skills, and perform related duties as assigned.

SUPERVISION

Receive direction from the District Elementary Librarian and/or school principal. Exercise functional and technical
supervision over volunteers and student aides.

ESSENTIAL FUNCTIONS - Duties may include, but are not limited to, the following; the specific duties performed
will vary depending on the area to which assigned and will overlap among areas:

When assigned to a school site:

Collaborate on the development of an information literacy curriculum linked to the state standards with the District
Elementary Librarian and the Teacher on Special Assignment , Educational Technology.

Present information literacy curriculum on a variety of topics including, but not limited to, research skills, Dewey
Decimal System, electronic reference sources, encyclopedias, almanacs, atlas, dictionaries, and periodicals.

Assist students and staff in locating and selecting library media center materials. Assist students in selecting books
and materials at their reading level.

Supervise students and maintain discipline when the library is open.

Create and present learning activities aligned with information literacy curriculum and state standards.

Select and present stories, poems, book talks, author studies, and magazine talks to students.

Assist students and staff with research needs and use of print, non-print, and electronic materials/resources.
Assist students in computer skills and use of computer programs.

Assist teachers in the use of computer software and hardware.

Install district software on media center and computer lab computers.

Serve as Site Technology Coordinator between the site and Information Services and Technology Department.
Perform routine preventative maintenance on computer lab and Media Center equipment.

Troubleshoot preliminary hardware and software problems school-wide, confer with the Computer Technicians to
determine action to be taken, and create, prioritize, and print necessary work orders.

Maintain automated library system; place barcodes, genre identifiers, and reading level information on books as
needed.



LIBRARY MEDIA CENTER TECHNICIAN (continued)

Prepare periodicals for circulation.

Manage circulation of books, periodicals, and other materials.

Shelve books, non-print, periodicals, and other library materials in proper location.

Maintain and update databases in District-approved educational programs that support school or district-wide math
programs, reading programs such as Accelerated Reader, Battle of the Books, Lexiles, and Read-Across America, and
keyboarding programs.

Prepare library and computer lab schedules in collaboration with principals and teachers.

Recruit, train, and supervise volunteers and student aides; prepare handbooks for volunteers; and prepare plans for
library substitutes.

Coordinate the use of assistive technology for special needs students as required by the student’s IEP.

Enhance library appearance by planning and constructing bulletin board and book displays, providing a library
atmosphere that encourages reading and research.

Maintain an up-to-date and appealing library collection by removing damaged, worn, and obsolete materials from
the shelves according to District guidelines.

Review and recommend new materials for purchase based on circulation statistics, teacher request, and students’
needs and interests and compile site book orders using District-approved lists and annual budget allocations.

Maintain a variety of files of newspaper and magazine articles, booklets, posters, and correspondence.

When assigned to any location:

Assist teachers in selecting books and other instructional materials; evaluate materials for alignment with state
content standards, appropriate grade/reading level, and subject matter appropriateness.

Read library books and materials to maintain knowledge of the library collection.

Record loss and damage of books, audiovisual materials, educational software, and other instructional materials.
Prepare correspondence to recover costs of lost or damaged materials. Prepare and send overdue notices.

Respond to telephone and e-mail requests for information from administrators, teachers, and staff.

Oversee the automated library system, provide assistance to users of the automated library system, and input data
into automated library system.

Clean and repair library books and materials.
Supervise and train student aides, volunteers, and library substitutes.
Operate, maintain, and assist staff with the use of audiovisual equipment.

Compile annual statistics and prepare reports on circulation, lost library materials, lessons presented, and other
library media center activities.

Complete annual California Department of Education Online School Survey.

Prepare special reports, such as bibliographies, lists of new materials, and award winning books and authors.



LIBRARY MEDIA CENTER TECHNICIAN (continued)

Inventory and order supplies for the library media center.
Attend staff meetings at school site and bi-monthly meetings of all library media center staff, as required.

Perform a variety of clerical functions and operate office equipment such as typewriters, computers, laminating
machines, and audiovisual equipment.

Prepare a variety of forms and correspondence relating to requisitions and purchases of instructional materials and
related services.

When assigned to the Instructional Media Center:

Order library books, audiovisual materials, educational software, and other instructional materials for each of the
elementary school sites and IMC.

Process new materials by receiving and verifying shipments, confirming completion of orders, entering MARC
(machine readable cataloging) record into the District-wide Library Media Center database.

Review and make revisions in MARC records to align with District standards and guidelines, facilitate ease of use by
patrons, and support reading programs at elementary sites.

Maintain and circulate combination core literature books, supplemental approved class sets, and literature circle
books.

Select book collections and unit materials, at the appropriate reading levels and in support of current curricular
needs, for delivery to teachers in elementary schools.

Maintain and update holds and reservations for IMC materials.
Provide readers' guidance as well as print and on-line reference service to IMC users.
Support and encourage staff in the use of District on-line library catalogs and subscription resources.

Serve as a resource, and support site Library Media Center Technicians in library automation system functions and
by recommending materials to supplement curriculum.

Process software for circulation.

Identify areas in the collection which need to be updated and enhanced, research appropriate materials to fill those
areas, and recommend materials to purchase.

Receive and record site donations; prepare money for deposit; and process donated materials.

Assist the District Elementary Librarian with a variety of special projects such as collection development, information
literacy curriculum, library policies and procedures, and site staff support.

PHYSICAL DEMANDS AND WORKING CONDITIONS

The position requires the ability to see for purposes of observing students and reading resource materials, books,
correspondence, and other printed matter; understand speech at normal levels in person and on the telephone;
communicate so others will be able to clearly understand a normal conversation in person or on the telephone;
operate computer equipment, typewriter, laminating machine, audiovisual equipment, and other office machines
with dexterity; routinely lift/carry boxes of books, supplies, and audiovisual equipment weighing up to 35 pounds,
and occasionally lift/carry boxes of books, supplies, audiovisual and computer equipment weighing up to 50
pounds. Several times during the year, it will be necessary to pack or unpack and move a large volume of boxes and



LIBRARY MEDIA CENTER TECHNICIAN (continued)

instructional materials. The duties are performed in a library media center and there is frequent bending, crouching,
or kneeling at files and bookshelves, pushing/pulling book trucks and audiovisual carts, climbing on step stools and
ladders and reaching in all directions to shelve and retrieve materials.

QUALIFICATIONS

Experience/Training: Any combination of experience and training that would likely provide the required knowledge
and abilities is qualifying. A typical way to obtain the knowledge and abilities would include at least two years
experience in a library media center, working with students in a school setting. Associate of Arts degree (or college
course work equivalent to 48 semester units), and course work in library technology, required; Bachelors degree
preferred.

License or Certificate: Possession of a Library Technology Certificate or equivalent. Possession of, or ability to
obtain during the probationary period, CTAP (California Technology Assistance Project) Level | Certificate.

Skills, Knowledge, and Abilities: Knowledge of library media center terminology and standard library media center
practices and techniques; children’s literature; instructional management strategies and techniques; principles and
procedures of record-keeping relating to library media center materials; information literacy and technology
curriculum; classroom management and student supervision techniques; office procedures and methods; computer
equipment; and English usage, spelling, grammar, and punctuation.

Ability to present information literacy to elementary or continuation students; promote literacy and encourage
reading; supervise and train volunteers and student aides; learn and apply rules, policies, and procedures of the
District; effectively manage multiple tasks and set priorities; work independently in the absence of supervision;
operate a variety of library equipment and office machines; proficiently use and demonstrate a variety of computer
software including databases and on-line resources; troubleshoot preliminary software and hardware problems on
computer equipment used in a library media center, computer lab, and classrooms; understand and follow oral and
written instructions; communicate clearly and concisely, both orally and in writing; and establish and maintain
cooperative relationships with those contacted in the course of work.

Classification Review Conducted November, 2005.
Approved by the Personnel Commission on February 1, 2006






SAN LUIS COASTAL UNIFIED SCHOOL DISTRICT
DIVISION OF PERSONNEL SERVICES

SUPPLEMENTAL APPLICATION FOR LIBRARY MEDIA CENTER TECHNICIAN

This Supplemental Application is part of the selection process. On a separate page(s), write complete
and accurate responses to the following questions.

1. Describe your experience as it relates to presenting library skills lessons to groups of students
and supervising students and maintaining discipline when the library is open.

2. Describe your experience in organizing and maintaining library records and files; include
procedures you used with regard to the receipt, storage, inventory, and issuance of materials and
equipment.

3. Describe your experience in maintaining computer equipment by performing routine preventative
maintenance and troubleshooting hardware and software problems.

4. Describe your experience in assisting students and staff to locate and select books and materials
appropriate to the curriculum and grade level.

The position requires possession of a valid Library Technology Certificate or a California Library
Services Credential. A copy of the certificate and/or credential must be attached to this application.



