
 

  

 

 
POSITION: Media Monitor   

 

 

LOCATION: Bartlett Elementary 

 

     

TERMS OF  

EMPLOYMENT: 14 hours per week based upon building needs 

 

 

QUALIFICATIONS:  See Attached 

 

 

BEGINNING DATE: 2019-20 School Year 

 

 

SALARY: $11.00 per hour - ESS/WillSub (formerly PCMI) 

 

 

DEADLINE FOR 

APPLICATION: Until Filled 

 

 

CONTACT: Ben Kirby, Assistant Superintendent for Administrative Services 

 kirbyb@slcs.us  

 

      Applications accepted via Oakland Human Resources Consortium    

    https://ats4.searchsoft.net/ats/app_login?COMPANY_ID=JA000529  

 

 

DATE OF POSTING: August 6, 2019 

 

 

Notice of Vacancy 
 

South Lyon Community Schools 

345 South Warren  

South Lyon, MI  48178 

  
 

mailto:kirbyb@slcs.us
https://ats4.searchsoft.net/ats/app_login?COMPANY_ID=JA000529


MEDIA MONITOR 

QUALIFICATIONS: 

1.   Shall have a minimum of an associate’s degree. Early childhood 
  or education courses preferred. 

 2 Shall be proficient in spelling and grammar. 
 3. Shall be proficient in the operation of computers. 
 4.  Shall have the temperament to work well with staff, administration 
  and students, sometimes under pressure. 
 5. Two years of training in the library media field is preferred. 

 

REPORTS TO:  Principal 

JOB SUMMARY:  The media monitor manages the library media center and its 

  services. The media monitor supervises students, and provides the  
  administration for the circulation of resources in and out 
  of the media center. 

GENERAL 
REPONSIBILITIES: 

1. Adhere to schedule as assigned by principal. 
2. File correspondence, catalogs and records. 
3. Coordinate processing of new materials, using volunteer help 

where practical.  
4. Check in orders. 
5. Operate and maintain laminator and supplies. 
6. Periodically inventory and request supplies be ordered for 

media center. 
7. Reshelf all books, magazines, etc. 
8. Supervise students who are using the Library Media Center and its 

resources. 
9. Use computers for daily functions. 
10. Maintain a service-oriented attitude toward students and staff. 
11. Provide grade level appropriate learning activities for students. 
12. Perform other miscellaneous duties as assigned by the principal. 

 
ESSENTIAL DUTIES/ 
RESPONSIBILITIES: 
  Instructional Functions 
 

1. Demonstrates to students and staff in the use and applications 
of technologies in individual and group situations. 

 Automated catalog and circulation system 

 Computer and computer related skills (i.e. Internet, CD ROMS,  
software programs, online services, electronic Indexes, etc.) 

 
2. Provides reading, viewing and listening guidance. 
3. Maintains the professional library for faculty. 
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  Media Center Management 
 

1. Provides access to the library media center for whole group 
and small group instruction and for individual student use. 

2. Coordinates daily schedule of the library media center. 
3. Manages the circulation system. 
4. Trains, schedules and supervises volunteers. 
5. Plans and supervises the distribution and storage of all media 

materials and equipment to provide maximum access for  
faculty and students. 

6. Adheres to district policies. 
7. Attends media center activities and in-services as requested. 
8. Supports the principal in the library media center budgeting. 

 
  Competencies and Capabilities 
 

1. Skill and sensitivity in working with all members of the  
school community. 

2. Flexibility and ability to adapt to change. 
3. Ability to plan, organize and execute the full range of tasks  

associated with the library media center program. 
4. With training has competencies in new and emerging  

technologies. 

 Automated catalog and circulation system 

 Electronic indexes as appropriate (i.e. InfoTrac, SIRS, etc.) 

 Computer operation and software applications 

 Internet access and searching 

 
  Necessary Skills 
 

Language Skills: Ability to read, analyze and interpret periodicals, journals, 

technical procedures and/or governmental regulations.  Ability to write for various 
purposes.  Ability to effectively present material and respond to questions.  Skilled 
in oral and written communication. 

 
                                        Mathematical Skills: Ability to work with concepts like probability and  

       inference. Ability to apply concepts like fractions, percentages, ratios and 
       proportions to practical situations. 

 
                                        Reasoning Ability: Able to solve problems and interpret instructions in 

                                               written, oral, diagram or schedule form. 
 

                                        Other Skills and Abilities: Able to establish and maintain effective 

                                                interpersonal relationships. 
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                  PHYSICAL DEMANDS:  The physical demands described here are representative 

                  of those that must be met by an employee to successfully perform the essential 
                     functions of this job.  Reasonable accommodations may be made to enable 
                     individuals with disabilities to perform the essential functions. 

 
                                               While performing the duties of this job, the employee will frequently sit, stand and 
                                               almost continuously walk.  The employee is occasionally required to stoop, kneel, 
                                               and reach forward and above the head.  The employee may occasionally lift and/or 
                                               move up to 50 pounds.  Specific vision abilities required by this job include close 
                                               vision.  The employee regularly interacts with students, staff and parents in 
                                               addition to meeting multiple demands and deadlines form several people. 

 
                                        WORK ENVIRONMENT: The work environment described here is representative 

                                               of those an employee encounters while performing the essential functions of this 
                                               job.  Reasonable accommodations may be made to enable individuals with 
                                              disabilities to perform the essential functions. 
 
                                               The noise level in the work environment is usually quiet and work is performed 
                                               indoors. 
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