HENDON SCHOOL
Post:


Librarian
Pay Scale:

Point 29 -32
Accountable to:
Headteacher and line managed by a member of the Leadership 



Team
Accountable for:
Library Assistant
Job Purpose:
To be responsible for the organisation, management and 




development and exploration of the Learning Resource Centre in its 


central role of supporting the learning, teaching and research 



activities of the school.

Job Specification:

· policy formulation for the library  provision, in consultation with the headteacher and senior staff and  through attendance at staff meetings, subject and curriculum planning meetings and all other meetings integral to the work of the school, so that an effective library  policy can be maintained.
· the management of the library  and the work of library  staff to ensure an effective service
· the selection, acquisition and management of resources and information in all formats, in consultation with members of the teaching staff to support the curricular and recreational activities within the school
· the organisation of these resources including classification, cataloguing, storage and retrieval systems. so that they are accessible to all
· estimating the budget requirements and control and accounting for income and expenditure of the library  budget in liaison with the school finance officer
· monitor and evaluate the use of the library  and the materials within it
· contribute, within the context of the library , to whole school programmes for the teaching of information and study skills
· maintain a welcoming, stimulating and attractive learning environment
· give support to library  users when finding and using resources
· supervise the library  and maintain within the library  an atmosphere of quiet study
· use and ensure the library  automation system is maintained and updated
· encourage and promote the use of the library  by staff and students.  encourage and manage the support of student helpers (as library  assistants) and volunteer parents in helping with the administration of the library 
· ensure that the purchase and retention of library  stock promotes the school’s equal opportunities policies
· prepare development plans for  the library  in line with the school development plan
· keep up to date with development in libraries, education and related fields through exhibitions, courses, meetings and reading
· carry out such other tasks, related to the library , as may from time to time be required by the headteacher
· maintain and regularly update the library website
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