
Librarian/Substitute Teacher Coordinator

There is an opening for a full time Librarian/Substitute Coordinator at Fayetteville Academy 
beginning immediately.

Position Expectations
The position’s primary responsibility will be for instructing students in selecting and using 
research materials and technology; to plan, organize, coordinate, oversee, and provide library 
services for Lower, Middle and Upper School students; to purchase and catalog books for the 
library collection; to process and circulate library books, materials and equipment; to process and 
shelve library materials; to assist students, teachers, and staff in the selection of library materials 
and equipment; to ensure that students and teachers have access to library materials for classes, 
assignments, and recreational reading; to provide introduction to the library and the technology 
within.  This position should focus on building and maintaining an up-to-date, culturally diverse 
collection while supporting teachers and students in their use of the library collection including 
print and non-print resources.  The successful candidate will possess experience in children’s 
literature. Problem-solving skills, critical thinking skills, sense of humor, enthusiasm, and 
collaboration are also important for this position.  Effective communication with students, 
parents, colleagues, and a general love for working with children.

The position’s secondary responsibility will be to train, manage and schedule substitute teachers, 
tracking and reporting all substitute hours.  This position will work collaboratively with 
department chairs, division directors and the Head of School to ensure substitute teachers are 
successfully managed.

Educational Requirements
The successful candidate will have at least a bachelor’s degree (with a master’s degree preferred) 
and at least three to five years experience. Independent school experience is preferable.

Fayetteville Academy actively seeks candidates who participate in the life of the school and 
possess strong interpersonal skills that allow one to work effectively with students, parents, 
faculty, and administration.  He/she should be a self-directed individual who is solution-oriented, 
flexible, and works well with teams and individuals while possessing a positive attitude. 
References should speak to an applicant’s ability to be a dynamic educator, to be an effective, 
supportive mentor for adolescents.

Please direct a cover letter, resume, and at least three references to Dawn Burt, Lower School 
Director, at lsemployment@fayacademy.org.




