LA JOYA INDEPENDENT SCHOOL DISTRICT
201 East Expressway 83

La Joya, TX 78560

Job Title: Library Clerk
Reports to:  Librarian

Dept./School: Assigned Campus

Wage/Hour Status: Non-Exempt

Pay Grade: Clerical /Paraprofessional Employee
Pay Grade 2
($15,996.40 - $23,939.44)

Initiated Date: January 23, 2004

Revised Date: February 14, 2011

District Primary Purpose:

Department Primary Purpose:

Qualifications:
Education/Certification:
Experience:

Knowledge/Skills:

Major Responsibilities and Duties:

To assist and promote La Joya ISD in implementing a rigorous
curriculum/instructional program that supports student success and
achievement.

Provide a well organized, smoothly functioning, library environment in
which students can take full advantage of the materials available.

High School Diploma/GED or Higher
None

Knowledge of office procedures

Ability to type 50 words per minute

Ability to use correct English, grammar, spelling and punctuation
Ability to use modern office methods, work processing, equipment, and
software

Ability to perform responsible clerical work requiring independent
judgment with speed and accuracy

1.  Assist students and teachers in location of print and non-print resources.

2. Check books and materials in and out to students and teachers using the computerized circulation

system.

3. Assist in the maintenance of records of overdue and lost books.



4.  Shelve print and non-print materials according to the Dewey decimal system.
5. Monitor student use of the library.

6. Perform typing/keyboarding clerical duties as needed.

7.  Assist in maintaining the appearance of the library.

8.  Mend damaged books.

9.  Distribute audiovisual equipment for use in the classrooms.

10. Assist the preparation of decorations and displays.

11. Perform other duties as assigned.

WORKING CONDITIONS:

Mental Demands:
Reading, communicate effectively (verbally and written), maintain emotional control under
stress.

Physical Demands/Environmental Factors:
Repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending and

lifting.
POSITION WORKING DAYS: 197 Days
DATE POSTED:
DEADLINE: Until Filled

All applications must be submitted on line for professional and clerical positions to the La Joya 1.S.D. Office of
Human Resources Department. (www.lajoyaisd.com)

Applicants currently employed by the La Joya 1.S.D need to submit an application, letter of intent and resume
online. (www.lajoyaisd.com)

Employee Signature: Date:



