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The Royal Liberty School

Job Profile

​​​​​___________________________________________________________________

Job Title:

Learning Resources Assistant
School:

Royal Liberty School
Grade:


APTC3
Responsible to:
Learning Resources Manager
Responsible for:
N/A
Job Purpose and Content

A Learning Resource Assistant will work with the Learning Resource Manager to provide and maintain a variety of learning resources and information for school staff and students.

A Learning Resource Assistant has a number of important roles:

· Supporting, facilitating, and supervising student access to information

· Maintaining and developing the Resource Centre environment

· Using ICT skills to support students and staff 

· Deploying administrative skills to support the smooth running of the Resource Centre

· To manage the distribution of student lockers which includes purchasing new keys, recalling Year 11 keys, emptying Year 11 lockers in readiness for the new intake.

The Learning Resource Manager, who is also the performance manager, supervises a Learning Resource Assistant on a day-to-day basis.
Principal Responsibilities

1. To maintain resources and materials within the agreed organisational frameworks and using agreed processes and procedures so that they can be retrieved and used by staff and pupils.


2. To support and develop the Resource Centre as an effective learning environment, which may include ensuring cleanliness and tidiness, putting up and maintaining displays and information boards, supporting exhibitions and one-off events and so forth.

3. To respond to requests and queries from users using appropriate differentiated responses, which may include the identification and provision of materials, problem resolution and supporting the retrieval and problem solving skills of the user.

4. To support and assist with ‘literacy lessons’, information skills programmes and induction sessions for students and staff.

5. To use ICT skills to support (and supervise where necessary) access to and retrieval of electronic information.

6. To use ICT skills to support the administrative needs of the Resource Centre, which may include, for example, word processing, purchasing and ordering and the maintenance of files, records and data. 

7. To ensure the effective operation of ICT equipment, working with internal and external suppliers to arrange repair and maintenance.

8. To be responsible for the Resource Centre stocks and consumables, including receipt, storage, ordering, purchasing and security.

9. The maintenance of good order and pupil discipline, which is consistent with the behaviour policy and the culture and ethos of the school. The postholder is expected to intervene where necessary and know when and how to refer relevant discipline and behaviour matters to more senior school staff.

10. To carry out the work of the job in a way that is consistent with the culture, ethos, equalities and inclusion policies of the school


11. To take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the immediate working environment

12. To complete school based induction and any subsequent training required to improve performance and take part in the school performance management system (where relevant).
13. To undertake the responsibilities of a tutor as part of the Vertical Tuturing system.
NOTES


1. The school expects its employees to work flexibly within the framework of the duties and responsibilities specified above. This means that the postholder may be expected to carry out work that it not specified in the job profile but which is within the remit of the duties and responsibilities.

2. Staff in schools work subject to statute and many policies and procedures. The postholder will be expected to become familiar with these and work in accordance with them.

3. From time to time this job profile will be subject to review with the postholder.

4. It might be a requirement of the post that Senior Management requests that the postholder undertakes first aid training and the postholder’s name be added to the school list of those with such training.  The expectation would be that where such training has been provided the postholder could be called upon to provide such first aid to students; colleagues or visitors to the school.

5. It might be a requirement of the post that Senior Management requests that the postholder undertakes Fire Marshall duties and the postholder’s name be added to the school list of those that undertake such duties.  The expectation would be that the postholder could be called upon to undertake such duties during an alarm activation.

Learning Resource Centre Assistant

Model Person Specification

	Skills and Abilities
	Essential
	Desirable
	Assessed By

	Able to organise one’s own work, to prioritise tasks and keep to deadlines
	(
	
	Application & interview

	Able to work independently and support the work of the team
	(
	
	Application & interview

	Able to be flexible and respond effectively to the ‘unexpected’
	(
	
	Application & interview

	Able to communicate and interact effectively with adults, children and young people
	(
	
	Application & interview

	Word processing skills
	(
	
	Interview

	The ability to develop competence in the core suite of office software
	(
	
	Interview

	Displays commitment to the protection and safeguarding of children and young people
	(
	
	Application & interview

	Knowledge
	
	
	

	An understanding of computer based resources and the use of computers for information retrieval and storage
	(
	
	Interview

	An understanding of information retrieval skills
	(
	
	Interview

	An understanding of how a library or resource centre works 
	(
	
	Interview

	An understanding of the school curriculum and how a school operates
	(
	
	Interview

	A knowledge of children’s and teenagers’ literature
	
	(
	

	Has up-to-date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people
	(
	
	Application and interview

	Qualifications and Experience
	
	
	

	GCSE at A* - C in English and mathematics or equivalent
	
	(
	Application

	Experience, on a voluntary or paid basis, of working with children or young people
	
	(
	Application & interview

	Prior experience of working in a library or resources centre
	
	(
	Application

	Willingness and motivation to participate in any training or development required to improve skills/performance
	(
	
	Interview

	Willingness and motivation to achieve NVQ Level 2 in Information and Library Services
	(
	
	Interview


Royal Liberty School is committed to safeguarding and promoting the welfare of children and young people.  All adults who work at the school must share this commitment to young people.
[Type text]


