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Job Title:  Instructional Media Specialist 	 	 	 	 	 	 	Wage/Hour Status:  Exempt 
 
Reports To:  Director of Technology Integration and Library Services Pay Grade: Professional Hiring Schedule 
 
Dept./School:  Technology 	 	 	 	 	 	 	 	 	Date Revised:  May 27, 2025 
 
Funding Source: Local 
 



The following statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 



 
Primary Purpose  
Assist, inform and empower campus staff to effectively use and integrate library resources to enhance student learning opportunities and instructional strategies. Engage learners through the use of print and digital resources to access, create and share content. Set the tone for creating a campus community of readers and lifelong learners. 
 
Qualifications Education/Certification  
Bachelor’s degree required, from an accredited university
Master’s degree in library science preferred, from an accredited university 
Valid Texas Teacher Certificate Required 
 
Special Knowledge/Skills 
Knowledge of current library and information science best practices 
Knowledge of legal and ethical trends in library and technology  
Knowledge of technologies available for use in instructional setting  
Strong organizational, communication, and interpersonal skills 
 
Experience 
Three years teaching experience is required. 
Two years managing libraries and/or integrating technology into instruction is preferred. 
Such alternatives to the above qualifications as the administration may find appropriate and acceptable. 
 
 
 
 
 
 
 
 
 
 
  
Name: ___________________________ 	 	Appraiser: _____________________________ 
 
On the following pages, you will find the evaluation rubric that supports the position.  An annual review of the duties assigned will be measured using the rubric and the explanation scales provided below. 
 
 
	 
	Explanation of Scale 

	4   
 
	Exceeds Expectations (3.5 – 4.0) 

	3 	 
 
	Demonstrates Proficiency (2.5 – 3.49) 	 

	2 	 
 
	Below Expectations (1.5 – 2.49) 	 	 

	1 	 
	Unsatisfactory Performance (1.0 – 1.49) 


 
Major Responsibilities and Duties 
 
A. Instructional Support 
 
____ 1. Conduct campus staff development that is aligned with the GPISD curriculum, supports the Campus Improvement Plan, and is designed to maximize instructional use of library applications.   
____ 2. Collaborate as instructional partners with campus educators in the instructional use of library resources and information literacy. 
____ 3. Collaborate with teachers to select appropriate resources and offer assistance in the selection and purchase of instructional materials and in the use of information resources. 
____ 4. Participate in department, grade-level, school and district curriculum development and assessment projects.  
____ 5. Implement effective strategies for developing multiple literacies. 
____ 6. Ensure the implementation of Technology Application TEKS into the instructional program. ____ 7. Implement GPISD research and library skills relating to the needs of students. 
____ 8. Lead District professional development sessions as requested. 
____ 9. Create an environment that stimulates literacy and the enjoyment of reading, viewing, and listening.
____ 10. Assist students in identifying, locating, and interpreting information housed in the library and help stakeholders locate information outside the library. 
 
_______ Total/10 =  _______ 
 
 
B. Resource Management 
____ 1. Select resources that are aligned with the GPISD curriculum, support the Campus Improvement Plan, and those designed to maximize instructional use of library resources. 
____ 2. Arrange for flexible scheduling of the library to provide student and staff accessibility to resources at point of need. 
____ 3. Collaborate with teachers to track, manage, and protect use of campus electronic devices.
____ 4. Manage the library and maintain an accurate campus library inventory. 
____ 5. Collaborate with administrators to prepare, justify and administer the school library budget to support program goals. 
____ 6. Troubleshoot simple software, hardware, and network problems confronted by users on the campus level and pass on information to the Help Desk through the ticketing system. 
____ 7. Take all necessary and reasonable precautions to protect students, equipment, materials, and facilities. 
____ 8. Maintain an accurate campus instructional hardware and software inventory.
_______ Total/8  =  _______ 
 
C. Administrative Responsibilities 
____ 1. Support the vision, mission, goals, and guidelines of Grand Prairie Independent School District. 
____ 2. Demonstrate behavior that is professional, ethical, and responsible. 
____ 3. Understand copyright, fair use, and licensing of intellectual property and assist users with their understanding and observance of the same. 
____ 4. Integrate digital citizenship so that all stakeholders collaborate in an atmosphere of respect, integrity, sharing, trust and service. 
____ 5. Be prompt in attendance to assigned duties. 
____ 6. Maintain good attendance, and when absent comply with notification procedures. 
____ 7. Attend meetings as requested by supervisors. 
____8. Supervise Instructional Media Aide and/or student Library aide. 
 
_______ Total/8  =  _______ 
 
D. Communication 
____ 1. Communicate directions of the program to campus educators and, as appropriate, to other stakeholders. 
____ 2. Provide complete and accurate information and facts to supervisors and team coworkers in conducting district business. 
____ 3. Communicate both electronically and in scheduled visits with Principals regarding matters relevant to assigned responsibilities. 
____ 4. Showcase exceptional examples in which students used classroom or library resources to increase learning. 
____ 5. Constantly evaluate the overall effectiveness of program and make appropriate recommendations to instructional leaders. 
 
_______ Total/5  =  _______ 
 
E. Professional Growth 
____ 1. Establish and participate in electronic Professional Learning Networks to stay abreast of changing trends and technologies. 
____ 2. Meet and/or exceed District staff development requirements of professional staff members. 
____ 3. Continually explore and learn emerging technologies. 
____ 4. Survey professional literature for current trends and best practice. 
____ 5. Maintain active membership in professional organizations related to job responsibilities. 
 
_______ Total/5  =  _______ 
 
 
F.  Assigned Duties 
____ 1. Perform such other duties and assume such other responsibilities as may, from time to time, be assigned. 
____ 2. Demonstrate the district’s established quality customer service standards. 

_______ Total/2  =  _______ 
 
 
_______ Final Total/6 =   _______ 
 
Comments: 
 



 



 



 



 



 
 
Supervisory Responsibilities 
Instructional Media Aide/Student Aides 
 
Equipment Used 
Computer and tablet 
 
Working Conditions 
Mental Demands/Physical Demands/Environmental Factors: 
Maintain emotional control under stress. Occasional prolonged or irregular work hours. Moderate in-district travel required. Occasional moderate climbing, stretching, lifting and carrying. 
 
SUMMATION 
 



 



 



 



 



 



 



 



 
Date of Conference: ___________________________ 
 
Employee’s Signature: ____________________________ 
 
Appraiser’s Signature: _____________________________  
Employee Name_______________________________ 	     Employee ID# _____________ 
Employee Name_______________________________ 	     Employee ID# _____________ 
Employee Name______________________________ 	     Employee ID# _____________ 
