
Job Description
Bismarck Public Schools

District Library Media Coordinator

Purpose Statement

The job of District Library Media Coordinator is done for the purpose/s of providing the leadership and 
expertise necessary to ensure that the district library media program is aligned with the mission, goals and 
objectives of the district; demonstrating best practices in the integration of information and technology skills 
and resources in all areas of the curriculum while modeling and supporting inquiry-based learning; 
coordinating district and building level library media programs; serving as Director of the Bismarck Area 
Teacher Center; coordinating district wide building level library media programs; and ensuring equitable 
access to information across the district.

This job reports to Assistant Superintendent of Secondary Schools

Essential Functions

Collaborates with a variety of district personnel and outside agencies (e.g. teachers, decision makers, 
stakeholders, community groups, administrators, learning communities, Library media Specialists, etc.) 
for the purpose of creating an environment where collaboration and creative problem solving thrives 
across the district, meeting state content standards and developing lifelong learners.

Collects and analyzes data from students, staff and other sources (e.g. building records, reports, 
assessment results, benchmarks, etc.) for the purpose of improving instruction and demonstrating 
correlations between the SLMP and student achievement.

Coordinates the district and building level library media programs (e.g. collections materials selections, 
flexible schedules, in-services, parent meetings, etc.) for the purpose of overseeing the continual 
development of the library media centers across the districts as a physical and virtual shared learning 
space for the 21st century.

Demonstrates best practices that utilize effective, diverse mix of learning strategies and materials for the 
purpose of integrating core content with technology tools and information resources to engage students 
and improve learning.

Evaluates books, periodicals, and media equipment for retention within collection (e.g. repairing 
damaged books, making repairs, diagnosing malfunctions and/or recommending acquisitions, purging 
collections of outdated materials, etc.) for the purpose of ensuring the collection is highly balanced 
among different areas in support of school and district long-range strategic plans.

Implements policies, procedures and/or processes for the purpose of providing direction, equitable 
access for all students and continuous improvement of the LMS program.

Oversees development of District library media centers (e.g. physical and virtual shared learning spaces, 
etc.) for the purpose of ensuring teaching and inquiry based learning opportunities.

Participates in a variety of meetings, in-service training, workshops, etc. (e.g. Instructional Design Team, 
school community groups, school board meeting, parent meetings, faculty meetings, staff development, 
etc.) for the purpose of improving instruction, advocating for the Library Media Program and ensuring 
program goals and objectives are met.

Prepares manual and electronic documents and reports (e.g. collection statistics, scheduling 
reports/requests, renewal information, overdue lists, textbook orders, fines, costs, etc.) for the purpose of 
providing documentation and information to others.

Selects materials for the collection (e.g. utilization of approved library review media; consultation with 
colleagues, etc.) for the purpose of ensuring updated, balanced collection.
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Job Requirements: Minimum Qualifications

Skills, Knowledge and Abilities

SKILLS are required to perform multiple, technical tasks with a need to occasionally upgrade skills in order to meet 
changing job conditions. Specific skill based competencies required to satisfactorily perform the functions of the job 
include: operating standard office equipment including using pertinent software applications; and preparing and 
maintaining accurate records.

KNOWLEDGE is required to perform basic math, including calculations using fractions, percents, and/or ratios; read 
technical information, compose a variety of documents, and/or facilitate group discussions; and solve practical 
problems.  Specific knowledge based competencies required to satisfactorily perform the functions of the job include: 
library practices, terminology and procedures; age appropriate literature; educational technology practices; computer 
and Internet operations; and concepts of grammar and punctuation.

ABILITY is required to schedule a significant number of activities, meetings, and/or events; routinely gather, collate, 
and/or classify data; and consider a number of factors when using equipment. Flexibility is required to independently 
work with others in a wide variety of circumstances; analyze data utilizing a variety of complex processes; and 
operate equipment using standardized methods. Ability is also required to work with a significant diversity of 
individuals and/or groups; work with data of widely varied types and/or purposes; and utilize a variety of job-related 
equipment. Independent problem solving is required to analyze issues and create action plans. Problem solving with 
data frequently requires independent interpretation of guidelines; and problem solving with equipment is moderate. 
Specific ability based competencies required to satisfactorily perform the functions of the job include: establishing 
effective working relationships; adapting to changing work priorities; displaying mechanical aptitude; working with 
frequent interruptions; and preparing and maintaining accurate records.

Responsibility

Responsibilities include: working independently under broad organizational guidelines to achieve unit objectives; 
directing other persons within a department, large work unit, and/or across several small work units; directing the use 
of budgeted funds within a work unit. Utilization of resources from other work units is often required to perform the 
job's functions. There is a continual opportunity to have some impact on the organization’s services.

Work Environment

The usual and customary methods of performing the job's functions require the following physical demands: 
occasional lifting, carrying, pushing, and/or pulling,  frequent stooping, kneeling, crouching, and/or crawling and 
significant fine finger dexterity. Generally the job requires 60% sitting, 20% walking, and 20% standing.  The job is 
performed in a generally hazard free environment and in a clean atmosphere. 

Experience:

Education:

Equivalency:

Job related experience within a specialized field is required.

Masters degree in job-related area.

Required Testing: Certificates and Licenses

Continuing Educ. / Training: Clearances

LMO1 (Library Director) Credential
Valid North Dakota Teaching Certificate

Maintains Certificates and/or Licenses Criminal Justice Fingerprint/Background Clearance

Serves as the Director of the Bismarck Area Teacher Center for the purpose of supporting area teachers 
and university students.

Supervises district library and teacher center support staff for the purpose of ensuring that standards are 
achieved and performance is maximized.

Updates and manages the Library Media Center website, Moodle and School Board Policy updates for 
the purpose of demonstrating thorough knowledge of current trends in library and information technology 
and literature.

Other Functions

Performs other related duties as assigned for the purpose of ensuring the efficient and effective 
functioning of the work unit.
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FLSA Status Approval Date Salary Grade

Exempt PN
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