
 

SHANGHAI AMERICAN SCHOOL 

JOB DESCRIPTION 

 

TITLE:  LIBRARIAN, HIGH SCHOOL, PUDONG CAMPUS 
SCALE:  Teacher Salary Scale  
CONTRACT DAYS:  up to 191  

 
POSITION SUMMARY: 

Teachers within Shanghai American school are recognized, along with students, as the schools most 
valuable resource.  Faculty members are recruited and offered employment based upon prior exemplary 
teaching performance. Teachers must be fully credentialed/certified for their respective assignments and 
must maintain both teaching excellence and credentials throughout employment.  Typically, to be offered 
employment, faculty members must indicate a willingness to commit to two years of excellent service to 
our students. 

SUPERVISED, EVALUATED BY & REPORTS TO:  

Building Principal  

JOB REQUIREMENTS 

➢ Minimum Bachelor degree or above (MA preferred) 
➢ Library Media Specialist Certificate 
➢ Minimum five (5) years library or teaching experience. 
➢ Demonstrated knowledge of curriculum and the needs of students. 
➢ Demonstrated successful teaching experience at the age level and subject to be taught is desired. 
➢ Demonstrated evidence of classroom management skills. 

 

PERFORMANCE RESPONSIBILITIES: 

➢ In collaboration with the SAS Pudong Middle School Librarian, operate and supervise the Pudong 
Campus Secondary Library. 

➢ In collaboration with the divisional librarians in all 4 libraries on both SAS campuses, manage the SAS 
Visiting Authors program, formulate schoolwide library policy, cooperatively manage shared 
resources, and work together to maintain the highest standards of resource acquisition, maintenance, 
and distribution in an international K-12 school context. 

➢ Formulate high school specific policies and procedures in conjunction with High School Principal to 
Implement the library media program. 

➢ Evaluate, select and requisition new library materials and equipment. 
➢ Keep materials collection accessible and current. 
➢ Participate in selecting, training and in servicing support staff. 
➢ Maintain a comprehensive and efficient system for cataloging library materials and to Instruct 

teachers and students in use of the system. 
➢ Help students and teachers in locating, selecting and utilizing library materials and technology.  
➢ Collaborate with teachers to plan and co-teach  and integrate information and media skills into the 

instructional program. 



 
➢ Prepare and administer the library budget. 
➢ Be an active participant in maintaining and planning technological resources for the library and media 

center. 

SAS BELIEVES: 
 
➢ That each employee makes a significant contribution to our success, 
➢ That contributions should not be limited to the assigned responsibilities.  
 
Therefore, this position description is designed to outline primary duties, qualifications and job scope, but not 
limit the employee nor SAS to only the work identified.  It is the expectation of the school, that each employee 
will offer his/her services wherever and whenever necessary to ensure the success of our organization. 
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