
 

 

 
 
 
 
 
 

An All-through Co-operative School 

 

“Making School Memorable by Striving for Excellence” 

 

 
JOB DESCRIPTION 

 
POST TITLE: Deputy LRC Manager  
 
GRADE: Scale 4 - Salary range spinal point 18 - 21 (£18,070 - 

£20,138 pro rata) plus LW (£1,848 pro rata) circa 
(£17,496 - £19,312 inclusive of London Weighting) 

 
WORKING HOURS: Monday – Friday, 36 hours per week hours to be  

arranged) 
 
RESPONSIBLE FOR: Management of LRC and effective use of library re-

sources. Functional running of the lower school LRC. 
 
RESPONSIBLE TO: LRC Manager and the designated member of the Sen-

ior Leadership Team 
 

JOB PURPOSE 
Preston Manor sees the management of independent learning and information literacy 
as essential to improve the quality of teaching and learning in the school and thus raise 
standards of achievement and levels of attainment for our students.  The key role of the 
post-holder, in these areas, will be: - 
 

• To undertake any task as directed by the Head or LRC Manager.  
• To ensure the LRC provides an excellent service to the students and runs smoothly day 

to day 
• To take a lead in the creation of excellent visual displays. 
• To take a lead with the day to day management of the lower school LRC – being based 

there for an agreed amount of time each week.  
• To contribute to the planning and development of library lessons.  

• To work with small groups of students for literacy support and interventions. 
• To play a leading role in creating and developing a climate to promote and support 

reading for pleasure across the school. 

• To assist students to develop independent learning and research skills and to contribute 
to curriculum development including sourcing resources and materials. 

• To play a role in organising and engaging with families and diverse communities to 
promote reading for pleasure and extended literacy skills to raise achievement and 
contribute to personal development and lifelong learning. 

 
MAIN DUTIES 
 
• To encourage, promote and support:  

- class use of the LRC during the school day  



 

 

- students' private study during breaks and before & after school  
- a welcoming environment conducive to promoting enjoyment of 

reading and study  
• To supervise and support students in their private studies, projects and research using 

both paper based resources and electronic information 
• To support the LRC Manager in producing a weekly whole school Newsletter. 

• To assist students with research enquiries 
• To develop the visual environment of the library by overseeing the production of display 

materials, e.g. book promotions, library competition display etc. 
• To independently help students and staff to use the library, locate learning resources 

and make use of ICT facilities 
• To operate the circulation system, issuing and returning books, operating the reserva-

tions system and generating and sending out notices for over-due books 
• To ensure that the library stock is in good order, shelving and filing new and returned 

books and materials and maintaining resources in their correct order 
• To process orders for new material 
• To process new materials for the library stock including magazines, audiovisual and  

computer materials 
• To maintain the catalogue entering details and ensure that they are entered into the 

computer catalogue. This includes for new stock and deleting catalogue records for with-
drawn stock 

• To maintain library materials in a usable condition, e.g. cleaning, covering and replacing 
spine and date labels 

• To look after the library environment, e.g. keeping notice boards and displays tidy and 
up to date 

• To assist in the operation of the LRC across both Upper and Lower School as required 
• To take a lead with the day to day management of the lower school LRC.  
• To work with the lower school literacy co-ordinator (along with the LRC manager) to help 

deliver literacy interventions, support and strategies.  
• To lead library induction in the lower school.  
• To assist in running events within the library, and leading events in the lower school. 
• To support the librarian in working with classes and small groups of students. 
• To undertake training and development relevant to the post and in line with the 

school’s developing profile 
 
Information Literacy 
 

 Contribute, as part of a team, to the development of the VLE, and maintenance of 
the School website. 

 Confident ICT skills to work with a variety of programmes including Excel, Power-
Point, Google Drive, and a willingness to learn to use Library Management soft-
ware; 

 
 
Continuous Professional Development (CPD) 
 
Be responsible for personal professional development, making full use of advisory ser-
vices. Maintain a high level of current awareness regarding: 

 Literacy support and intervention. 
 Children’s literature and reading development. 
 Information services management. 
 Participate in training and other learning activities and performance development 

as required. 
 



 

 

 
 
 
 
Other Duties and Accountabilities  
 
Be aware of and comply with policies and procedures relating to child protection, health and 
safety and security, confidentiality and data protection, reporting all concerns to the 
Headteacher and/or designated officer. 
 
All staff have a responsibility for promoting and safeguarding the welfare of children and 
young persons s/he is responsible for or comes into contact with. 
 
Any other duties appropriate to the role, as directed by the Head or a delegated representa-
tive of the Strategic Leadership Team. 
 
General 
Undertake these duties within agreed departmental service/school objectives, policies and 
procedures and promote the School’s Equal Opportunities Policy. 
  
Whilst carrying out duties, ensure that confidentiality is adhered to at all times, and ensure 
that procedures and guidelines are followed in line with data protection of all information 
and data you are exposed to in your line of duty. 
 
Whilst the contractual hours of work will be captured within the contract of employment, 
the school expects all non-teaching employees to be flexible in terms of hours to accom-
modate delivery of excellent services and manage peak workloads. 
 
Following appointment some minor negotiation of roles and responsibilities may be pos-
sible in order to take account of particular strengths and experience.  Any changes to the 
job description following these discussions will be at the Head’s discretion. 
 
Conditions of employment 
The above responsibilities are subject to the general duties and responsibilities contained 
in the written statement of conditions of employment (the Contract of Employment). 
 
The post holder is required to support and encourage the school’s ethos and its objectives, 
policies and procedures as agreed by the governing body.  The post holder shall be sub-
ject to all relevant statutory and institutional requirements. 
 
This job description allocates duties and responsibilities but does not direct the particular 
amount of time to be spent on carrying them out and no part of it may be so construed. 
 
This job description is not necessarily a comprehensive definition of the post.  It will be 
reviewed as and when required and it may be subject to modification at any time after 
consultation with the appropriate parties.  


