
ILLINOIS DEPARTMENT OF CENTRAL MANAGEMENT SERVICES 
CLASS SPECIFICATION 

 
 
EDUCATIONAL MEDIA PROGRAM SPECIALIST 

POSITION CODE:  12980 
Effective:  10-1-02 

 
DISTINGUISHING FEATURES OF WORK: 
 

Under general direction, evaluates, selects and adapts audio visual and instructional 
resource materials based upon the educational needs of physically or mentally impaired 
persons in a state school or institution; writes or creates new materials to achieve curricular 
objectives; directs the preparation of new or adapted audio visual materials and/or directs 
lower level library staff in the cataloging and referencing of library materials; develops 
lesson plans and teaches students specific library skills and/or how to use the media 
center; explains the use of audio visual and/or library resources to professional staff; serves 
as a statewide and as a national resource person for other schools and  libraries.  This 
class of work includes positions which teach students and requires a valid Illinois Standard 
Special Teaching Certificate. 

 
ILLUSTRATIVE EXAMPLES OF WORK: 
 

1. Evaluates existing library and/or audio visual collection materials and those materials 
available for purchase to determine adequacy in relation to curricular objectives and 
special needs of students; modifies existing commercial materials or creates original 
instructional resource materials; writes scripts and story boards to guide the graphic 
artist, photographer and TV and computer coordinators in the production of slides, 
video tapes, books, computer programs, overhead transparencies and video 
computer assisted instruction modules; evaluates technical quality of audio visual 
materials produced. 

 
2. Develops lesson plans and teaches specific library skills or the use of media center 

and produces written and/or audio visual materials used in teaching these skills; 
instructs students in the utilization and production of audio visual materials, TV tapes 
and computer programs; teaches students how to use the media center catalog 
system and how to operate cameras and other production devices; individualizes 
lesson presentations based on the student's knowledge, achievement level and 
learning ability in each class; evaluates effectiveness of curriculum and makes 
necessary revisions. 

 
3. Directs group and individual use of library materials and/or the media center; advises 

students in the selection of books and related materials at their reading level for study 
and recreational reading. 

 
4. Designs and develops a system for cataloging and storing instructional materials and 

equipment; guides lower level library staff in cataloging and referencing library 
materials or develops and supervises a checkout system for audio visual materials. 

 
5. Coordinates library and audio visual programs; works with other professionals to 

prepare a joint catalog of books and audio visual materials to meet the school's or 
institution's curricular objectives; develops publicity materials such as newsletters and 
displays; develops a printout of catalog cards and publicity information. 
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EDUCATIONAL MEDIA PROGRAM SPECIALIST (Continued) 
 
 

6. Evaluates new commercial materials for meeting educational needs for mentally or 
physically impaired students and recommends purchases; makes annual budgetary 
recommendations for purchases of instructional media material and equipment to the 
immediate supervisor; prepares requisitions for materials and equipment; develops 
grant proposals for special library projects. 

 
7. Participates in developing and implementing plans for statewide schools and 

university library services for the physically or mentally impaired; serves as a member 
of statewide library committees; serves as a consultant resource person to librarians 
on the national level. 

 
8. Performs other duties as required or assigned which are reasonably within the scope 

of the duties enumerated above. 
 
DESIRABLE REQUIREMENTS: 
 

Education and Experience 
Requires knowledge, skill and mental development equivalent to the successful 

completion of four years college, supplemented by a master's degree in the instructional 
materials field preferably including courses in library science. 

Option A:  Requires a valid Illinois Standard Special Teaching Certificate (Type 10) 
with Library Science - media endorsement. 

Option B:  Requires a valid Illinois Standard Special Teaching Certificate (Type 10) 
with either:  a) Library Science - media endorsement or b) audio-visual endorsement. 

 
Knowledges, Skills and Abilities 

When teaching deaf students, requires the skill to meet minimum competency levels 
in signing for effective communication with students and staff. 

Requires extensive knowledge of audiovisual and library techniques and procedures. 
Requires ability to evaluate, select and adapt library and/or audiovisual instructional 

resource material based on the specific education needs of physically or mentally impaired 
persons. 

Requires ability to adapt commercial materials or to create original materials for use of 
the physically or mentally impaired persons. 

Requires the ability to instruct groups or individuals in the use of equipment and 
materials in the library and/or media center. 

Requires the ability to guide lower level library staff in the cataloging and referencing 
of library materials or requires the ability to develop and supervise a checkout system for 
audio visual materials. 

Requires ability to serve as a consultant or resource person to librarians of other 
schools or institutions. 

In addition to English verbal and written skills, candidates may be required to 
translate, speak and write a foreign language at a colloquial skill level.  Some positions 
may require manual communication skills. 


