
 
 
 

 
 

Hoonah City School District 
Hoonah, AK 

 
Open:  

 
JOB TITLE:  Library/Media Aide(K-12)  Classified Salary Schedule 
         
REPORTS TO:  Principal     HRS: 6 (10:30 to 5:00 daily) 
LOCATION:  Hoonah School   No. DAYS:   
 
Open: Until Filled 
     
 
JOB PURPOSE: To provide a comprehensive library and media program for Hoonah City 
School according to funding grant requirements included in this job description. 
 
QUALIFICATIONS: 
Must have a minimum of 2 years of post-secondary training in an appropriate area or meet 
Federal Highly Qualified Standards through another route 
Must have a high school diploma 
Must meet highly qualified standards 
Strong reading and writing skills 
Strong computer skills 
Highly Organized 
Must pass a background screening 
  
Duties, Responsibilities and Accountabilities 
 

1. Assumes primary responsibility for the Library Program 
2. Meets and instructs students on how to use the library 
3. Develops and maintains appropriate behavior expectations for the library and 

computer areas.  
Holds quarterly” Napins” for elementary students  

4. Maintains accurate records of library/media materials. 
5. Takes all necessary and reasonable precautions to protect students, equipment, 

materials and facilities 
6. Maintains accurate records as required by law, district policy, and administrative 

regulation 



 
7. Recommends the procurement of library materials and equipment 
8. Participates in appropriate staff and committee meetings 
9. Coordinate with SAIL Grant Project Manager to share activity data 
10. Provide after school library access for students in grades 7-12 
11. Orders books and conducts book distributions for students 
12. Performs other duties as assigned 

 
Knowledge, Skills and Abilities 

1. Requires decision-making ability and the ability to work independently.  Requires ability 
to plan, schedule, and prioritize work. 

2. Requires interpersonal skills to courteously and effectively assist individuals and to 
maintain good relations.  Requires personal presence and appearance to appropriately act 
as a representative of the Superintendent and Board of Education. Requires ability to 
communicate with a variety of people to gather information or to communicate 
information to others.  Ability to resolve issues involving conflict. 

3. Requires ability to speak clearly and concisely both in oral and written communication.   
4. Requires willingness to perform various job-related duties as situations require, a strong 

sense of teamwork, and ability to work cooperatively with others. 
5. Requires ability to perform duties with awareness of all district requirements, Board of 

Education practices, Alaska State Laws, and Department of Education and Early 
Development regulations and Alaska Teacher Code of Ethics. 

 
 
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. Should 
be able to lift 50 lbs. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
While performing this job, the employee is regularly required to sit and talk and hear.  The 
employee is also required to stand; walk; operate a computer; and reach with hands and arms. 
This position requires the individual to meet deadlines with severe time constraints. This 
position may occasionally requires employee to work extended or irregular hours.  
The statements contained herein reflect general details as necessary to describe the principal 
functions of this job, the level of knowledge and skill typically required, and the scope of 
responsibility, but should not be considered an all-inclusive listing of work requirements.  
Individuals may perform other duties as assigned including work in other functional areas to 
cover absences or relief, to equalize peak work periods, or otherwise to balance the workload. 
 
BP 4030: Nondiscrimination in Employment, All Personnel 
 
Note: Title Ii of the Genetic Information Nondiscrimination Act (GINA) of 2008, which became effective November 
21, 2009, protects applicants and employees from employment discrimination based on genetic information. 
Employers are prohibited from discriminating in hiring, promotion, discharge, pay, fringe benefits, job training, 
classification, referral, and other aspects of employment. GINA also restricts employers’ acquisition of genetic 
information and strictly limits disclosure of genetic information. Genetic information includes information about 
genetic tests of applicants, employees or their family members, the manifestation of diseases or disorders in family 
members (family medical history), and requests for or receipt of genetic services by applicants, employees, or their 
family members.  
 
The district and its employees shall not unlawfully discriminate against or harass employees or job applicants on 
the basis of sex, race, color, religion, national origin, ancestry, age, marital status, changes in marital status, 



 
pregnancy, parenthood, physical or mental disability, Vietnam era veteran status, genetic information, or good 
faith reporting to the board on a matter of public concern.  
 
To apply: 
 Complete Classified Application Form 
 Provide names and contact information for 3 references not related to the applicant 
  One must be a current or former supervisor 
 Provide copy of college transcripts (May be unofficial) 
 Resume if possible 
 
Submit completed application packet to Hoonah City School 
 
Hoonah City Schools is an Equal Employment/Affirmative Action Employer 
 
 

 


