
Richland School District Two 

 

JOB DESCRIPTION  

(Revised November, 2012) 
 

JOB TITLE: Media Aide 

 

FLSA Status: Non-Exempt 

Pay Grade: Support/Aide 

Days of Work: 185 

              

GENERAL STATEMENT OF JOB 

 

Under direct supervision, provides Media Center support to assist classroom teachers with academic 

instruction and classroom activities. Provides an array of student services in the Media Center; provides 

library services for teachers. Reports to the Media Specialist. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

Provides Media Center support to assist classroom teachers with academic instruction and classroom 

activities. Provides instructional services by assisting students in locating books, periodicals and other 

materials with a computer and automated search software.  

 

Inputs, modifies, and retrieves data to operate and maintain a computerized, integrated library system. 

Assists students and staff in the circulation of library materials, in the use of the online card catalog, and in 

using online database resources. 

 

Provides both individual and group instruction as needed; assists students by performing such tasks as 

following lesson plans, reading stories, facilitating activities, adapting instructional materials, etc. Assists 

students in understanding directions and following school and Media Center rules. 

 

Shelves or files books, periodicals, audiovisual, and other learning resources. Assists with the ordering and 

processing of new materials and equipment. Assists in cataloging materials under the supervision of the 

Media Specialist. 

 

Familiarizes teachers with the Media Center’s software applications. Assists teachers in locating material 

and provides assistance in the use of audio/video equipment. Schedules audio/video equipment usage; 

circulates audio/video equipment in the school.  

 

Provides circulation desk services; checks materials in and out of the Media Center, reserves books for 

patrons. Assists with research; works with children and others to locate books and materials pertinent to 

particular areas.   

 

Assists in conducting the Media Center’s inventory of materials and equipment; assists in evaluating items 

that need to be mended, discarded and/or replaced; keeps appropriate records of lost or damaged books, 

supplies and/or other materials. 

 

Performs minor office and library equipment repairs. Tags, prepares, and sends equipment to vendors or 

other service providers for repair as appropriate.  

 

Assists in training volunteers and new Media Assistants in circulation procedures. Assists in supervising, 

scheduling, and reviewing the work of student helpers. 

 

Prepares overdue and late notices; accepts fees and fines for lost and overdue materials; prepares deposits 

for the collection of monies from book fairs; fees, fines, etc.  



 

Monitors students for the purpose of ensuring a safe and positive learning environment. Responds to the 

needs of patrons and performs the duties of the Media Specialist in his or her absence.  

 

Serves as a Media Center receptionist and performs a variety of clerical duties; sorts mail, types and files 

material, copies and laminates material, prepares library banners, labels and signs, prepares purchase 

orders, and orders library supplies.   

 

Promotes good habits and responsible behavior to improve the quality of student outcomes and to 

encourage student development. Presents a positive image of Richland School District Two and complies 

with the District’s Board policies at all times.  

 

Assists other school or District personnel in the completion of varied work activities. Operates general 

office equipment such as a computer, copier, laminator, calculator, facsimile machine, etc. 

 

Willingly performs other duties as assigned or requested. 

MINIMUM TRAINING AND EXPERIENCE 
 

High school graduate with one to two years of relevant work experience; or any equivalent combination of 

training and experience which provides the required knowledge, skills and abilities. Note: Some District 

locations require an Associate’s or higher degree; the completion of 60 credit hours of study towards a 

degree program at an accredited institution of higher education; or a passing score on the Praxis Para Pro or 

WorkKeys exams or an equivalent assessment.   

 

JOB REQUIREMENTS 
 

Knowledge: 
 

Knowledge of Media Center concepts and policies regarding copyright laws as applicable to books, videos, 

software, etc. Appropriate technical knowledge for installing printers, conducting basic hardware/software 

troubleshooting, and in assisting students and/or faculty with computer programs. General knowledge in the 

application of classroom instruction and teaching methods; knowledge of techniques used in motivating 

students and maintaining appropriate behavior. Knowledge of correct grammar, spelling, and punctuation. 

Knowledge is required to read and understand technical information, to compose a variety of documents, 

and to facilitate group discussions and solve practical problems. Working knowledge of school and district 

policies, procedures, and operations. Working knowledge of modern office equipment such as computers, 

copiers, calculators, facsimile machines, etc. Working knowledge of clerical functions such as typing, filing 

and sorting.  

 

Skills/Effort: 
 

Skill in the use of general office equipment such as a computer, copier, calculator, facsimile machine, etc.  

Ability to use specialized equipment such as a laminator, book binder, badge maker, transparency copier, 

etc. Ability to collect and record fines and fees for lost/overdue books and materials, and to prepare 

deposits of monies collected. Good written and verbal communication, organization, basic mathematical, 

and telephone skills. Ability to demonstrate an understanding, patient, warm and receptive attitude towards 

students; ability to interact with co-workers, parents, supervisors, and the general public in a courteous and 

professional manner. Must possess the ability to utilize a computer, tools and technical equipment 

associated with the job in a skillful and safe manner; must be capable of preparing and maintaining accurate 

records. Must possess sufficient software/word processing skills to write memos, catalog new materials, 

check materials in and out of the Media Center, and to operate various Media Center programs. Ability to 

schedule students and Media Center classes, activities and/or meetings and to gather, collate, and/or 

classify data as required. Ability to work with a diversity of individuals and/or groups; to enter records into 

a circulation computer, maintain databases, file catalogs, fill out repair tickets, etc. Must possess the ability 

to work with constant interruptions, to perform duties accurately and efficiently, and to adapt to changing 



work priorities. Willingness to keep abreast of changing technologies and to assume new responsibilities as 

required by the introduction of new services and equipment. 

 

Additional Physical, Cognitive, and Other Requirements: 
 

Duties involve standing, walking and sedentary work. Must be able to talk, read and hear, and effectively 

perceive and exchange information in a variety of oral, written and/or printed formats. Must be able to 

record and exchange data, and follow or deliver verbal or written instructions. Must be able to lift and 

shelve books, and push/pull, stoop, bend, kneel, crouch, and stand for varied periods. Duties require the 

ability to prepare various records and reports and enter data in correct form including proper spelling, 

punctuation, and grammar. Must be able to compare and analyze information in numeric or symbolic form, 

and appropriately process color, depth and spatial relationships. Must have sufficient hand, eye and foot 

coordination to use or operate standard office equipment, items, and supplies. Duties of the job require 

routine keyboard operations and the frequent use of a computer monitor and related equipment. Duties may 

involve the pushing, pulling and/or lifting of items weighing up to 25 pounds and the exertion of up to 10 

pounds of force on a recurring basis. 

 

Working Conditions: 
 

Conducts duties in a Media Center or classroom environment. Potential exposure to environmental 

conditions including heat, cold, humidity, noise, wetness, inclement weather, etc. Physical demands involve 

Media Center or classroom work requiring the lifting/moving of items weighing up to 25 pounds or more. 

The duties of the position may involve carrying, pushing and/or pulling, frequent stooping, standing, 

kneeling, crouching, and significant fine finger dexterity. Job requires the operation of standard office 

equipment.   

 

Responsibility: 
 

No direct budgetary or supervisory responsibility. 

 

DISCLAIMER STATEMENT 
 

This job description is not intended as a complete listing of job duties. The incumbent is responsible for the 

performance of other related duties as assigned/required. 

 

EEO STATEMENT 
 

Richland School District Two is an Equal Opportunity Employer and does not discriminate on the basis of 

age, sex, race, color, religion, national origin, handicap or disability, or any other protected characteristic in 

admission to, access to, treatment in or employment in its programs and activities. 

 

SIGNATURES/APPROVAL: 

 

_______________________________________________________ Date:  _____________________ 

 

_______________________________________________________ Date:  _____________________ 

 

_______________________________________________________ Date:  _____________________ 

 

  


