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JOB DESCRIPTION
	
School/College:

	
St Clement’s High School

	
Job Title:

	
Librarian 

	
Grade:

	Scale D, Point 5 (£12.18 per hour) 
Approx £ 11,715
Please note that salary will be pro rata- £ 23,500 FTE per annum -based on a 37 hour week) 
Pay award pending 

	
Hours/weeks:

	[bookmark: _GoBack]21 hours per week (3 days per week –Wed/Thurs/Fri)
40 weeks per year, (Term Time plus 2 weeks)

	
Responsible to:

	
Headteacher and Head of English

	
Working With:
	
Senior Librarian, Tutors, Head of English, Key Stage Co-ordinators, all staff




Purpose of the Job 

Providing an effective and efficient library, information and resource service that is up-to-date and meets the overall aims of the school. To manage the school library resources, support the teaching of students and promote the use of the library.
The school library has a vital role to play in supporting individual students, teachers and subject departments and its work should support the Key Stage 3 and Key Stage 4 Curriculum and Literacy across the Curriculum.  The School Librarian should be actively working alongside departments in planning and delivering research and studying skills.

Responsibilities

· To organise and manage the library and its resources to meet the needs of the school’s curriculum and to support the reading, learning and information requirements of the students and staff.  Resources could include fiction and non-fiction books, reference books, audio/visual technology, websites and other on-line learning resources. To promote the library and its resources and services to staff and students.
· To organise the resources effectively and to use display material and other resources to enhance accessibility and attractiveness of the library for information retrieval and leisure use.
· To develop the information retrieval skills of students and staff to allow them to access information effectively in both electronic and paper form.

· To ensure the stock of library resources (both paper and electronic) is managed effectively on a daily basis and particularly placing orders for new stock, checking, classifying and cataloguing new items, dealing with the condition and repair of returned items.

· To record educational material, from various media, for departments, as requested.

· To liaise with all departments in the school to ensure appropriate access to learning resources.

· To manage and monitor the library budget. To manage the sale of resources to students.

· To support the development and implementation of a school library policy which is aligned with school-wide targets.

· To participate in activities to promote wider reading.

· To organise and deliver library induction sessions for students on the use of library resources.

· To support the teaching of small groups of students, supervise and help individual students that are working in the library and ensure that appropriate discipline is maintained within the school’s policy.

· To supervise students using the library during break and lunch times.

· To develop and supervise library staff and student library monitors.

· To attend meetings with the line manager and, as required, take part in performance appraisal and further professional development.

· Undertake other similar duties and activities that fall within the grade and scope of the post, as directed by the Headteacher or Senior Leadership Team.




Job context and flexibility

The duties and responsibilities listed in this job description provide a summary of the main aspects of the role.   This is not an exhaustive list and the post holder may be required to carry out other tasks, as deemed appropriate to the grade and nature of the post.
This job description is current at the date indicated below but, in consultation with the post holder, it may be changed by the Headteacher to reflect or anticipate changes in the post commensurate with the grade or job title. 
Due to the routine of the school, the workload may not be evenly spread throughout the year.  Flexibility of hours, and a flexible attitude and willingness to assist others in the team, when required is necessary.
West Norfolk Academies Trust is committed to safeguarding and promoting the welfare of children and young people and the post holder will share this responsibility, therefore appointments are subject to satisfactory references and an enhanced DBS check with barred list.  Shortlisted candidates will be subject to an online search. 
This post is exempt from the Rehabilitation of Offenders Act 1974 but Exceptions Order may apply






PERSON SPECIFICATION

	Qualifications
	Essential
	Desirable
	How assessed

	Level 2 English
	· 
	
	
Appl/Ref

	Level 2 Maths
	· 
	
	

	Level 2 Science 
	· 
	
	

	Level 3 qualification
	· 
	
	

	Minimum of NVQ 3 relevant library & information or equivalent
	· 
	
	



	Experience
	Essential
	Desirable
	How assessed

	Significant experience of working with young people 
	· 
	
	Appl/Int/Ref

	Experience of working in a library preferably in a school or college environment.
	· 
	
	

	Experience of utilising ICT and skills to access and retrieve information
	· 
	
	

	Knowledge of a wide range of texts, enabling recommendations of further reading to students with a wide range of abilities and interests

	· 
	
	

	Expertise in online searching and researching

	· 
	
	

	Experience of working in a school library
	· 
	
	

	Familiarity with library systems and software
	· 
	
	

	Experience of advising young people about subject choices, qualifications and career pathways
	· 
	
	



	Skills, Attributes & Knowledge
	Essential
	Desirable
	How assessed

	Good understanding of, and ability to use relevant technology . Good ICT skills 
	· 
	
	

	Knowledge of contemporary children’s literature
	· 
	
	

	Skills and confidence to be able to instruct groups of young people.
	· 
	
	

	Able to work in a changing environment, be open to new ideas. Able to work as a team.
	· 
	
	

	Understanding of school roles and responsibilities
	· 
	
	

	Committed to safeguarding and promoting the welfare of children and young people
	· 
	
	
Appl/Int/Ref

	Ability to work effectively under pressure
	· 
	
	

	Ability to prioritise and meet deadlines
	· 
	
	

	Effective communication skills to be able to develop open and constructive relationships with a wide range of young people and staff
	· 
	
	

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

	Full working knowledge of school policies on child protection, health and safety,student behaviour and equal opportunities.
	· 
	
	



	Personal qualities
	Essential
	Desirable
	How assessed

	Passion for literature and promoting a love of reading
	· 
	
	
Appl/Int/Ref

	Ability to self-evaluate professional development needs and actively seek learning opportunities.
	· 
	
	

	Good organisational and time management skills 
	· 
	
	

	Good communication skills
	· 
	
	

	Positive attitude to work
	· 
	
	

	Supporting positive mental health within the school
	· 
	
	


Appl = Application form	Int = Interview		Ref = Reference
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