JOB DESCRIPTION

JOB TITLE:
Media Specialist
Workweek Designation:
15 Hours
Reports to:
Operations Director
Work Status:            
 Seasonal
Wage Classification: 
 Non-Exempt, Hourly
POSITION SUMMARY (functions and objectives):

· Responsible for management of all program curriculum, instructional materials and fixed assets.
ESSENTIAL PERFORMANCE SKILLS, DUTIES AND RESPONSIBILITIES:

· Establishes and maintains procedures and standards for effective processing and optimum use of materials.

· Purchases curriculum, instructional materials, and fixed assets as needed under direction of the Programs Executive. 
· Oversees and advises on organization and maintenance of curriculum, instructional materials, and fixed assets for all programs.

· Develops and maintains circulation records for all curriculum, instructional materials, and fixed assets. 

· Creates and refines procedure manual for use of online catalog system.

· Trains Program Coordinators in proper use of technology and offers ongoing support.

· Tracks fixed asset inventory and completes reports for Finance Director for annual audit.

· Communicates and collaborates with Program Director(s) to maintain inventory records.

· Creates appropriate sets of curriculum and materials for use in Better Basics programs.  

· Communicates with Teachers and/or Program Coordinators regarding individual needs of instructor and students.

· Selects and checks out appropriate materials to Teachers based on Teacher and/or Program Coordinator requests.  

· Follows Office Procedures

· Provides current job tasks to implement the HOPE Community Learning Center Program

ESSENTIAL TECHNICAL SKILLS, QUALIFICATIONS, EDUCATION/EXPERIENCE:

· Master's Degree in Education preferred 
· Classroom teacher experience preferred 
· Excellent organizational skills and attention to detail

· Computer skills, including Microsoft Word, Excel, and online databases
· Professional appearance and demeanor at all times

PHYSICAL DEMANDS:

· Ability to transport up to 30 lbs. of books and materials
WORK ENVIRONMENT:

· Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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