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FLSA STATUS: 
Exempt 
POSITION RATING:   
871 
CLASS SUMMARY:   
The Media Specialist is responsible for teaching media skills to students, coordinating and administering 
media resources, ensuring compliance with the mission, goals, objectives, and continuous development of 
assigned school site. 

 
TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position 
assignments may vary.) 
 

FRE-
QUENCY 

 
1. Teaches media skills to students on an individual and group basis. Daily 

60% 
 

2. Serves as a lead to staff to include: prioritizing and assigning work; training staff in 
work methods and procedures; ensuring that employees follow policies and 
procedures; and, recommending hiring, disciplinary, and termination 
recommendations. 
 

Daily 
5% 

3. Assists students in identifying, locating, evaluating, and analyzing materials to 
determine the best source of information. 

Daily 
5% 

 
4. Responds to curricular needs of the school and assists teachers with planning 

curriculum, ensuring compliance with applicable goals and objectives; provides 
related group and/or individual instruction on the retrieval and analysis of information; 
monitors students utilizing the Media Center. 
 

Weekly 
5% 

5. Conducts staff orientations of the Media Center and its related services. Weekly 
5% 

 
6. Maintains a balanced and current collection of print and non-print materials; previews 

software and/or other resources for potential inclusion in collection. 
 

Monthly 
10% 

7. Participates in planning, designing, and arranging the layout of the Media Center Quarterly 
5% 

 
8. Assists with administering and developing the Media Center budget, which includes 

recommending purchases, monitoring balances, and researching discrepancies. 
Annually 

5% 
 

9. Performs other duties of a similar nature or level. As Required 
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TRAINING AND EXPERIENCE (positions in this class typically require): 
 Bachelor’s Degree in Library Science or a related field & a minimum of 2 years teaching experience; or,  
 an equivalent combination of education and experience sufficient to successfully perform the essential 

duties of the job such as those listed above. 
 
LICENSING REQUIREMENTS (positions in this class typically require): 
 Valid State of Minnesota Media License, K-12. 
 
KNOWLEDGE (position requirements at entry): 
 Print and non-print resources; 
 Audio visual equipment; 
 Curriculum design methods; 
 Media center principles and practices; 
 Classroom management principles and practices; 
 Differentiated instructional methods and practices; 
 Instructional methods. 
 
SKILLS (position requirements at entry): 
 Prioritizing and assigning work; 
 Operating a computer and using applicable software applications; 
 Developing, implementing, and evaluating curriculum and lessons; 
 Evaluating and interpreting data; 
 Identifying and utilizing applicable specialized resources; 
 Managing classroom behavior; 
 Operating and maintaining applicable media equipment; 
 Giving presentations; 
 Speaking in public; 
 Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general 

public, etc. sufficient to exchange or convey information and to receive work direction. 
 
PHYSICAL REQUIREMENTS:  
 Positions in this class typically require:  climbing, balancing, stooping, kneeling, crouching, reaching, 

standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, talking, hearing, seeing and 
repetitive motions. 

 Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force 
frequently, and/or up to 10 pounds of force constantly to move objects. 

 Incumbents may be subjected to travel. 
 
NOTE:   
The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 
 
CLASSIFICATION HISTORY:  
Approved by the School Board on 05/23/11 
 

 
 


