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Appointment of Assistant Librarian
Role Date: Immediate start (September start will be considered for the right candidate)
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OVERALL purpose of the job:	
[bookmark: _Hlk165290211]To assist in the day-to-day running and long-   term development of the library as a high-quality information service for students and staff.
The Library serves to support the teaching and learning at school and to promote independent reading. Library staff work as a team to create a safe, calm environment where pupils in all years (Year 7–13) are welcome to read or study quietly. We liaise with teachers to build a collection of current, relevant information resources and help users to develop information and digital literacy skills. We contribute to the wider cultural life of the school through author and other events, such as book and quiz clubs. 
During lessons, the Library primarily supports EPQ (Extended Project Qualification) students and the independent study of Sixth Form students in their private study periods. We also facilitate class visits. Outside these times, pupils of all ages are welcome to use the library for study, research or reading. Library staff are encouraged to take an active interest in students’ reading needs and wishes. 
Sited on the ground floor of the Science & Library Building which opened in 2010, the library is at the heart of our busy, academic school. The collection comprises around 9000 books in print, organised into genre collections (Fiction) and subject collections (Non-Fiction).



















We offer access to over 100,000 eBooks and audiobooks for study and interest through subscriptions to Sora and online academic platforms, plus a number of online subscription resources.
 The library is open from 7.30 am to 6.00 pm during term time.
It is staffed by two full-time professionally qualified librarians (the Librarian and Assistant Librarian), a part-time library assistant (mornings) and a full-time graduate trainee library assistant (one-year, fixed-term appointment). 






Key responsibilities:
Promotion and Reader Development:
· To take a lead role in encouraging and promoting students’ independent reading, including delivering activities for individuals, groups and classes 
· To assist in recruiting and running library clubs (e.g. book clubs, quiz club)
· To promote the library’s collection and services through physical book displays and virtually (digital signage, Oliver home page, Library Google site)
· To help plan and organise special events and school/library celebrations (e.g. author visits, Black History Month, Read with Pride)
· To assist the Librarian and the School’s MarComms team in promoting the library service internally and externally

COLLECTION MANAGEMENT
· To assist in the general management of resources (print and electronic), including identifying relevant resources for selection (and deselection), ordering, processing and organisation
· To catalogue resources, including primary responsibility for Fiction, as 
directed by the Librarian (the Librarian is responsible for all subject classification)
· To check all new stock is catalogued and classified correctly and consistently 
· To help manage the library management system (Oliver), including supporting the Librarian in the training of staff and students in its use
· To maintain a high level of current awareness regarding children’s, teen & YA literature, as well as developments in education and librarianship









INFORMATION LITERACY TEACHING AND TRAINING 

· To be proactive in assisting individual students (or staff) with enquiries
· With the Librarian and/or teaching staff, help to create and deliver Assemblies and lessons to support study and research skills
· To assist in the provision of resources and support to teaching staff, including planning and implementing library-based lessons, and supporting their professional reading 

· With the Librarian, to support the in-house training of Library Assistants


MANAGEMENT

· To process overdues reports daily and assist in chasing the return of overdue books

· To collate, present and log termly and annual usage statistics on a range of library activities, including circulation statistics, online database usage, class visits, library events, borrower badges earned in Oliver

· To assist in the management and overall presentation of the Library premises, including seeking maintenance help with the relevant department or external supplier as needed 

· To take an active and sometimes lead role in a variety of one-off projects, as guided by the Librarian 

· To deputise for the Librarian when required












KEY RESPONSIBILITIES CONTINUED:

GENERAL

In common with all members of the library team:

· To staff the Desk on a rota basis; to foster and maintain a welcoming atmosphere conducive to quiet study 

· To actively supervise students, ensuring they maintain an acceptable standard of behaviour and reporting any problems/concerns to the Librarian (and the Pastoral team as necessary)

· Performing circulation functions on the Library Management System (Oliver): issuing, returning and reserving items; processing reservations and overdue notices

· To take responsibility for the daily re-shelving and tidying of specific collections, and regular shelf-reading (at least weekly)












· Monitoring the condition of stock, undertaking repairs, processing and checking new stock (covering and labelling)

· To encourage students to become responsible library users in terms of book handling and care, and through their communication with staff

· To attend school meetings, open days/evenings and meetings of professional groups outside school 

· To attend relevant training courses to ensure continuing professional development 
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Person Specification
This is an ideal role for a newly qualified librarian who wishes to pursue a career in school librarianship but would also suit an experienced librarian brimming with ideas and activities for promoting independent reading in particular.

ESSENTIAL:

Qualified librarian (MA or CILIP Professional Registration Certification)
Interest in working with young people and an enthusiasm for school libraries and librarianship
Genuine interest in a range of children’s and teen fiction and willingness to read widely in own time 
Clear communication skills
Excellent IT skills (especially Google, databases, Microsoft, Canva) and a commitment to proactively developing own proficiency with the library management system
Expertise in searching for information online through the internet and subscription databases
Assertive, able to establish and maintain a quiet study environment with discipline and sensitivity
Responsive to teachers’ requests with professionalism and diplomacy



Confident in taking a teaching approach to demonstrating to users of every age/ability how to exploit the library catalogue and collection for themselves 
Systematic and organized in approach 
Accuracy/attention to detail
Proactive & able to work without constant supervision
Willing to be flexible with the hours worked within the terms of the contract, adaptable and responsive to changing priorities

DESIRABLE:
· Previous experience of school librarianship

· Previous experience working with teenagers
· An interest in taking part in wider school life
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Salary
£35,000 - £37,380 (actual) dependent upon experience (based on An FTE of up to £43,177)
Hours
This is Term Time plus role working 37.5hrs a week (38 weeks including INSED + 3 weeks to be worked during school closure periods).







Dress Code
The School regularly receives visits from parents, potential parents and others, and naturally wishes to convey an impression of efficiency and organisation. Therefore, whilst not wishing to impose unreasonable obligations on staff, you are required to look smart in appearance.
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To apply, please visit our dedicated recruitment website
Latymer.ciphr-irecruit.com
Further information on Latymer Upper School is available via the school website.
The closing date for applications: 9.00 am Monday 27th April  
Interviews to be held on Tuesday 5th May 2026











Diversity
The School is fully committed to the principles of equal opportunity, diversity and inclusion. We have an established and representative staff Equality and Diversity Board to help drive forward positive change. A further Equality and Diversity Committee has recently been formed from our student population. 
We are committed to attracting and retaining the very best staff, ensuring that our staff body reflects the diversity of our students and local community. Acknowledging a lack of ethnic diversity within our staff community, we particularly encourage applications from Black, Asian and Minority Ethnic candidates for this role. All appointments will be made on merit, following a fair and transparent process. In line with the Equality Act 2010, however, the School may employ positive action where diverse candidates can demonstrate their ability to perform the role equally well.
Safeguarding
The School is committed to safeguarding and promoting the welfare of children and young people. The post is subject to an enhanced DBS check, online checks and two satisfactory references. 
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Latymer Upper School was created by a generous act of charity. Writing his will in 1624, a wealthy lawyer named Edward Latymer left part of his wealth for the clothing and education of “eight poore boyes” from Hammersmith. Since its inception, the School has changed markedly although its founding aims and values have remained the same.
Established on its current site in Hammersmith in 1895, the Latymer Upper School of today consists of a vibrant, fully co-educational pupil body of approximately 1,220 girls and boys from all over West London and beyond, and a further 169 pupils at Latymer Prep. The School admits an equal spread of entrants from the state and independent sector and has one of the most ambitious bursary programmes in the country, delivered through The Latymer Foundation, which underpins the whole ethos of the School.
The School is proud of its unpretentious, cosmopolitan and caring community and visitors regularly comment on the Latymer ‘buzz’ and energy that permeates the whole school; it’s innovative and forward-thinking and pupils are academically questioning and curious.
Latymer Upper is unashamedly one of the most academically successful schools in the country and pupils excel across a wide range of subjects. Generally, pupils achieve over 30% A* and over 80% A*/A at A level and at GCSE over 90% A*/A grades.
Latymer Upper takes great pride in preparing its pupils to go on to study at a broad range of universities. Generally, between 15 and 20% of pupils win places at Oxbridge; increasing numbers win places at prestigious North American and European universities and the vast majority of UK university entrants go to Russell Group universities and several to leading specialist Drama, Music and Art Foundation Colleges.
You cannot pigeonhole a Latymerian: they are individual, highly academic but also rounded and grounded.

THE LATYMER FOUNDATION
The Latymer Foundation exists to provide an academic education of the highest quality to pupils of ability, regardless of background. The foundation is a separate charitable trust and, through the work of the foundation, the school has had considerable success in recent years in raising funds for additional means tested bursaries.
In September 2017, the Latymer Foundation publicly launched an ambitious new fundraising campaign – Inspiring Minds – ahead of the 400th anniversary of the School in 2024.  The target was to raise at least £40m in order to build the school’s endowment and to enable Latymer upper to offer 1 in 4 pupils a fee-assisted place.  The campaign closed in 2024 having raised close to £50m. 
Latymer’s ultimate ambition is to ensure that any child is able to access a Latymer education regardless of their financial circumstances.  It is an ambition that is supported by the talents, enthusiasm and generosity of all of the stakeholders in the School: pupils, parents, staff, alumni and former parents. Since last September, thanks to the campaign and the ongoing generosity of the Latymer community, 1 in 4 of our students are in receipt of bursary support worth an average of 83% of fees.

[image: C:\Users\vem\Downloads\Campaign Review Square (4).png]
Please click to find out more about our Bursary programme
BURSARY PROGRAMME
www.latymerfoundation.org/bursaries/bursaries
PARTNERSHIPS
www.latymerfoundation.org/partnership-programmes
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Edward Latymer’s vision was to offer his wards a life-changing education that would equip them to flourish in the wider world. This vision remains firmly at the heart of the School today.
Latymer Upper is first and foremost a ‘learning school’, vibrant, global in perspective, innovative in its teaching and learning and combining the best of the traditional and the modern. A high value is placed on scholarship in both pupils and staff and the School prides itself on the excellence of its teaching and pastoral care, its academic achievements and its exciting and innovative curriculum.
The aims of Latymer school


[image: Badge 1 with solid fill]To provide an opportunity for academically able students from all walks of life to develop their talents to the full
[image: Badge with solid fill]To provide a choice of academic courses taught to the highest level in a broad, imaginative and developing curriculum, supported by a wide range of extracurricular activities, thereby giving all children the opportunity to excel in both their academic studies and their extra-curricular activities
[image: Badge 3 with solid fill]To encourage independence of thought and approach in the pursuit of excellence in all activities
[image: Badge 4 with solid fill]To educate our children into a recognition of their wider social responsibilities, particularly through educational activities including community links and partnership schools, to prepare them to become active citizens within their community

[image: Badge 5 with solid fill]To maintain a focused environment within which an awareness of the needs of others and respect for all members of the community – children, teachers, support staff and parents – is paramount
[image: Badge 6 with solid fill]To recognise and celebrate the richness and diversity of the range of cultural, religious and social backgrounds within our school community
[image: Badge 7 with solid fill]To encourage in all Latymerians a pride in their school and the wish to exemplify to the world our values of tolerance, respect and intellectual curiosity
[image: Badge 8 with solid fill]To inspire a love of learning and of life. Through support, guidance and encouragement we seek to nurture self- confidence and resilience in our pupils to enable them to achieve to the highest academic standards, to find self-fulfilment and to be happy
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	Jenny – Exams Officer
With a background in sports event management, I joined Latymer 10 years ago, fresh from the 2012 Olympic Games. I am responsible for the smooth running of all public exams; managing timetables, arranging facilities and liaising with Exam Boards. The role involves working with students, parents, teachers and many Latymer support teams to ensure that every exam experience is calm and positive for everyone. Away from my desk, I particularly enjoy the chance to interact with so many interesting and engaged colleagues – chatting over lunch or chipping in to the daily crossword session in the staff common room.

	[image: A person smiling for the camera

Description automatically generated with medium confidence]
	Michelle – Payroll & Purchasing Manager
I carry out many roles in Finance but my most important is to make sure we all get paid. I really enjoy helping people get their pensions sorted out.
I worked in finance when I left school but did A levels at night school, followed by a degree in Ecology and Populations Genetics then a Phd at the Zoological Society in Conservation Genetics. I love Science!
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	Mariesa - Librarian
I have been the Librarian at Latymer Prep since September 2021. 
My role involves ordering books, making displays and supporting staff with their curriculum needs. I run eight Library Lessons a week where I make book recommendations and support independent, 1 to 1 and group reading. I also run Book Club, arrange author visits and help our pupils participate in regional book quizzes and national story competitions. 
Before I worked at the Prep I worked in Children’s publishing. When I’m not working at Latymer, I write my own children’s books, the first of which publishes with Faber in Spring 2024.
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Address
237 King Street Hammersmith
London
W6 9LR
England
W www.latymer-upper.org
T 0208 629 2024
Nearest Underground Station
Hammersmith (District, Piccadilly and Hammersmith and City Lines) Ravenscourt Park (District Line)

Bus Routes
9,10,27,33,72,190,209,2 11,220,266,283,295,391,419
Driving
There is no parking on site and we therefore recommend using public transport when travelling to the School
On Arrival
Please report to security at the main entrance on King Street










Latymer Upper School, King Street, Hammersmith, London W6 9LR	latymer-upper.org
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