[image: image1.jpg])

FOREST
[__HILL
SCHOOL!





[image: image2.png]ASPIRING EXCELLENCE

Slal=L

HARD WORK




FOREST HILL SCHOOL

Dacres Road, London SE23 2XN

Boys 11-16, Mixed 16-18

Tel. 020 8699 9343

www.foresthill.lewisham.sch.uk 
POST TITLE:


Librarian    
RESPONSIBLE to:

Assistant Headteacher 
RESPONSIBLE for:

Library Assistant and Volunteers
SALARY GRADE:

PO1 (subject to single status evaluation)
HOURS:


35 hours per week, 39 weeks (TTO)
CONTRACT


Permanent
The post holder will comply with Health and Safety requirements and specifically will take reasonable care of him/herself and other persons who may be affected by his/her acts or omissions at work (Health and Safety at Work Act 1974), and other relevant employment legislation and good policies.

The Governing Body reserve the right to amend the job description at any time after consultation with the post holder.

	MAIN PURPOSE OF THE JOB  
	Main responsibilities include the daily management of the library service and its contribution to the strategic leadership of teaching and learning.  The post holder is expected to create a vibrant learning environment, encouraging a high level of engagement before, during and after school to meet the needs of students from across the learning ability range (SEND, EAL, most able and those students identified as being vulnerable or from an underperforming group etc.).

To utilise professional knowledge and skills to initiate new projects, develop change processes, monitor outcomes and communicate with all stakeholders.



	RESPONSIBILITES AND DUTIES 
	To take a lead responsibility for raising attainment and improving literacy across the school:

· Support students in transition from Key Stage 2 by:

· Developing a relationship between student and library

· Building a knowledge of the whole child to inform decisions

· Creating personalised reading pathways to support their growing independence as readers.

· Organise a welcoming, attractive and orderly environment conducive to curriculum-based and independent learning and ensuring its effective use by classes, groups and individuals.

· To ensure that the library provides a safe atmosphere especially for students who are challenged cognitively and/or emotionally or are otherwise vulnerable. Work with the English Department to manage reading lessons, contributing to the whole school reporting system:

· Prepare, plan and team-teach lessons as required

· Deploy the Library Assistant and Volunteers to create effective interventions

· Target resources (including staff) to meet the needs of the least engaged

· Inspire engagement e.g. reading challenges.

· To create an enrichment offer, such as author events and liaison with Lewisham Public Libraries.

· To develop the extra-curricular offer: reading club, homework club etc.

· To lead development of cross-borough activities e.g. Lewisham Book Award, Lewisham Book Quiz.

· To maintain and use knowledge of children’s literature.

· Organise resources to reflect pupil abilities and interests and the curriculum and equalities policy.

· Advise students in the selection and use of resources to develop their independent learning ability and ensure students are able to use the library confidently and effectively.

· Liaise with subject departments to exploit resources, support and contribute to curriculum development.

· Innovate approaches to information literacy underpinned with joint planning and team teaching.

· Support the engagement of parents/carers in their children’s learning.

· Provide resource collections for tutor group reading.

· Develop resources and activities to engage exam students e.g. careers, revision etc.

· Liaise with staff and SFH6 partners to provide a cohesive library offer for sixth form students.
· Promote reading across the key stages: World Book Day activities, reading related assemblies etc.
To take lead responsibility for the Library Department:

· To utilise professional knowledge to ensure an effective library service is delivered to meet the school’s ethos, aims and objectives.

· To attend Academic Board meetings and any other forum internally or externally as required.

· Train, supervise and manage library staff, undertaking staff appraisals and inducting of new staff as appropriate.

· Manage the library budget, negotiate bids for additional funding and feedback reports, where appropriate.

· Maintain a well-organised, accurate and up-to-date database of all library resources and exploit the records to support teaching and learning.

· Organise and take lead responsibility for student trips for library activities.

· Use restorative approaches in behaviour management and model these for other staff.

· Take lead responsibility for library health and safety issues, safeguarding protocols and risk assessments.

· To negotiate with contractors to supply library support services e.g. security systems, resource suppliers etc.

· To continue personal professional development.

To initiate change at a whole school level and monitor outcomes:

· Self-evaluate and develop methods for supporting evaluation 

· Develop and deliver staff INSET – new staff, NQTs

· To develop relationships with stakeholders and external agencies and attend external forums as required: e.g. governors, other schools, Book Trust, booksellers, publishers and writers.
To undertake any other duties commensurate with the position of librarian.

	EQUALITIES
	Ensure implementation and promotion in employment and service delivery of the Council's equal opportunities policies and statutory responsibilities.

This post requires a commitment to and an ability to contribute to safeguarding and promoting the welfare of children and young people. 




PERSON SPECIFICATION

	QUALIFICATIONS
And 

EXPERIENCE
	· A minimum of NVQ3 level relevant Library and information qualifications or equivalent experience.
· Experience of working in a Library preferably in a school or educational environment

· Experience of utilising ICT to access and retrieve information

· Experience of working with children and young people and meeting their particular needs and requirements



	KNOWLEDGE 
	· Of librarianship.

· The challenges to attainment and barriers to learning experienced by young people.

· Of trends and development in education, the library sector and how it can support learning.

· Of line management.

· Of children and young people’s literature
· Working knowledge of school policies on safeguarding, child protection, health and safety, data protection and equal opportunities

· Knowledge of the school curriculum as it affects the service that the library provides.


	APTITUDE
	· Ability to develop rapport with young people

· Initiative and creativity in service delivery

· Ability to team build effectively

· Ability to co-ordinate initiatives with other schools and partners

· Ability to lead and manage change



	SKILLS
	· Excellent written and oral communication skills
· Excellent ICT numeracy and literacy skills

· Good organisational and administrative ability

· Ability to manage students’ behaviour

· Ability to work under pressure, to deadlines and to use initiative

· Ability to work independently and organise, plan and prioritise own work

· Experience of inputting and maintaining electronic data is essential

· Experience of working in a customer-focussed environment is desirable 



	EXPERIENCE 
	· Experience of working with young people aged 11-19yrs is essential
· Experience of working in a school is highly desirable
· Initiating creative opportunities for children.

	EQUAL OPPORTUNITIES
	· Demonstrated commitment to translating equal opportunity policies into operational practice.

· Awareness of equal opportunity issues and how they affect service delivery.

	CIRCUMSTANCES
	The person undertaking this post must have a current enhanced DBS.  If a candidate does not have this status, then they will be required to complete an application only if recruited to this post.
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