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Job Description

Line Manager:  Learning Resource Manager
Grade:
 Scale D
Hours of Work:  20 hours per week, 40 weeks per year, 10.00am – 2.00pm
Purpose of the job:
To assist the Learning Resource Manager in the effective day to day running of the College Library.

Main duties and responsibilities:
· Handle a wide range of enquiries by students and colleagues via telephone and face to face and capitalising on these opportunities to promote library resources whenever possible

· Assist students in all aspects of research and support homework at break lunch and after school

· Understand and assist administration of and issuing of rewards relating to the Accelerated Reader programme (following training)

· Guide students to suitable fiction in accordance with the Accelerated Reader programme

ensuring that students are reading at appropriate levels 

· Use MLS library circulation system to lend and return resources and make enquiries.

· Create and update eye-catching promotional displays.

· Operate and guide others in the appropriate use of equipment and software within the library.

· Assist in annual Book Week activities (this may require extra hours)

· Assist in delivery of annual Library Inductions for new users of the library.

· Produce weekly printout of overdue resources and make contact with relevant students and/or parents via tutor periods and by home contact.

· Prepare advertise and deliver weekly lunchtime activities as required to promote use of the library.

· Participate in team development activities as requested by Library Manager

· Prepare Resource Project Boxes as requested by faculties.

· Monitor use and restrict wastage of colour printing within the library.

· Assist students with computer password and printer credit problems.

· Cover management of the library in the absence of the Library Manager

· Allocate computers to users in accordance with the booking system.

· Be familiar with resources within the Careers library and assist users in locating information.

· Daily shelving of returned resources in accordance with the Dewey System

· Checking shelves daily for best presentation and incorrectly placed items 

· Tidying of the Library after break, lunch and end of day

· Assist in processing and cataloguing of new resources as requested by the Senior Librarian.

· Supporting the Library Code of Conduct and College Behavioural system at all times.

· Attend meetings as required and take minutes if requested to do so

· Follow systems put in place by Library Manager

· Other duties as requested by Library Manager which fall within the scope of this post
Professional Development and Conduct

· Display appropriate conduct and behaviour towards students and other members of staff, including a commitment to equal opportunities.

· Undertake relevant training that will enhance your role within the College.

· Work towards ensuring adequate cover for absent colleagues.

Health & Safety

· Be aware of and adhere to KC procedures for health and safety.

· Ensure that the LRC work areas are attractive, safe and is conducive to student learning.

· Report all faults to the LRC Manager

General

· Other duties in support of the College as decided by the Headteacher within the scope of this post

It is the practice of this College to examine Job Descriptions and to update them to ensure that they relate to the jobs as they are being performed or to incorporate whatever changes are being proposed.  It is the College’s aim to reach agreement on any alterations.  If this is not possible the Headteacher reserves the right to direct change to your Job Description after consultation with you.

Kingsthorpe College is committed to safeguarding and promoting the welfare of children and young people and expects all members of staff to share this commitment

