
 
 

Job Description:  Librarian/Media Specialist 

 

Ursuline Academy of Cincinnati is a Catholic, independent, college preparatory school for young 

women in grades 9-12. The school has been providing an outstanding education since 1896. 

Additional information about Ursuline may be found at www.ursulineacademy.org. 

 

The Librarian serves a central role in the academic life of the school.  As an instructor, this 

professional is responsible for educating students both individually and in groups on research 

and information acquisition.   The Librarian actively supports the curriculum by working with 

faculty to provide direct classroom support for projects requiring student research. 

 
Responsibilities/Duties: 

 

 Evaluates library services to ensure its overall quality as well as day-to-day operations. 

 Supervises library facilities and all daily functions of the program. 

 Prepares and administers the library budget. 

 Assumes an active leadership role as a member of the department coordinators group  

 Serves on various committees, particularly those focused on research and writing. 

 Supports the Strategic Plan and Accreditation Plan as indicated. 

 Communicates on a regular basis with faculty, administration and students concerning 

library services, activities, plans, additions, etc. 

 Collaborates with faculty to provide effective learning activities and resources for 

students. 

 Maintains systems for cataloging and circulating of library materials. 

 Provides expertise as an information specialist in acquiring and evaluating information 

resources in all formats. 

 Selects and provides an appropriate collection of materials to support and enhance the 

curriculum. 

 Provides efficient acquisition and processing procedures. 

 Provides an up-to-date collection of print and non-print materials. 

 Compiles and maintains essential records and statistics of library/media center. 

 Practices professional growth in library profession through workshops, professional 

affiliations, conferences, and activities. 

 Continues to acquire knowledge through in-service and academic courses. 

 Maintains effective relationships with students, faculty, and the community. 

 Performs other duties as assigned by the Principal or her/his designee. 

 

Qualifications: 

 

A Master’s degree is required (Library Science Preferred).  

Holds a current professional license with a Library/Media Endorsement 

http://www.ursulineacademy.org/

