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THE BRIT SCHOOL

Job Description

Job Title:



Assistant Librarian 30 hours a week (term time only)
Reporting to:


            Learning Resources Co-ordinator

Staffing Responsibilities:

None

Salary
----------------------------------------------------------------------------------------------------------------
Purpose of Job:

· Assist in the day to day running of the Learning Resources Centre and effective services to students and staff

----------------------------------------------------------------------------------------------------------------
Main Activities and Responsibilities

· Supervise student use of the LRC, offering learning support to students as appropriate.
· Assist in liaison with teaching staff regarding suitable resources and teaching and learning approaches.
· Support the provision of an effective lending and reference service.

· Oversee the issue and discharge of resources, ensuring that such loans are recalled and returned appropriately.
· Assist in the creation of on-line library tutorials on research methods, referencing and avoiding plagiarism. 

· To use, run and monitor the LRC’s Social Networking Accounts, such as Twitter.

· To assist in the promotion and broadening of the LRC’s offer to staff & students.

· To assist in the creation and overseeing of events in the LRC and wider school community.

· To assist in the creation and promotion of school wide and targeted literacy initiatives.

· Ensure that students maintain acceptable behaviour in the library and observe its rules.
· To attend school and departmental meetings and Inset, when appropriate.

· To undergo any training required in order to perform duties effectively.

· To work some evenings during open days and whole school events for which time off in lieu will be given.

· To exercise a commitment to the school’s mission stated ethos and equal opportunities policy.

· To undertake any other duties or one-off tasks at the reasonable request of the Principal/SMT Line Manager.
This job description sets out the duties at the time of drafting. The job description may be amended from time to time without incurring a change in the grading of the post.  
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PERSON SPECIFCATION
Assistant Librarian

Essential

· Proven ability of working with young people aged 14-19 years.

· Excellent IT skills and knowledge of how to apply them in an academic library environment.

· Sound knowledge of all MS Office applications.

· Proven ability and expertise in online searching using the Internet.

· Proven ability in supporting students in their research.

· Enjoyment of reading, and ability to communicate that enjoyment to students.

· Confidence in working with a rich cultural mix of students.

Desirable

· Proven ability of teaching young people or the ability to work directly with groups of students in a library environment.

· Proven ability e of working in a library.

Personal Qualities

· Proven ability of working in a team environment.

· Energy, enthusiasm and a commitment to the key role of libraries in the learning process.

· Flexibility and a willingness to undertake a wide range of library routines.

· A confident but welcoming manner when dealing with library users of all kinds.

· A commitment to the Schools mission, ethos and equal opportunities policy, together with high standards of education, care and behaviour.
· Ability to use own initiative and work alone as necessary
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