	 Job Description - Library and Information Resources Manager


	 Job Title: 

             Library and Information Resources Manager 

 Job Purpose:



To ensure the smooth running and development of the Library 










and Information Resources
 Line Manager:


Business Manager
 Tasks:
  1.  
Ensure provision of an effective lending and reference service.
  2. 
Manage and control stock; cataloguing and classifying the library’s resources and the


management of overdue books.

  3.
Be able to use the library management package.
  4.
Manage the library budget including the ordering of new resources and stationery.
  5.
Promote reading as a life-long skill and pleasure and support the development of 


reading skills, showing a sound knowledge of literature for young people.
6. Plan, resource and support library induction sessions in conjunction with the 



Deputy 
Headteacher.
  7.  
Work alongside groups of students to support reading and research.
  8.  
Manage student conduct in the library in accordance with school policy.

  9.
Manage, maintain and develop the use of ICT in the library and supervise its use


during break and lunchtimes.
 10.  Administration of Accelerated Reader including prepare reports.

 11.   Attend relevant training, meetings, Open Evening and take responsibility for your own



professional development in discussion with your line manager.

 12. 
Other reasonable duties as directed by the Leadership Team.
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