


King Edward VI HANDSWORTH GRAMMAR SCHOOL

	JOB DESCRIPTION

	
	

	Job Title:
	Librarian
	Division:
	Administration

	1
	JOB PURPOSE:

	
	

	
	1.1
	The School Librarian’s key function is the management, development and promotion of the library within the school to ensure than an effective resource and information service is provided to all pupils and staff.

	2
	DUTIES AND RESPONSIBILITIES:

	
	

	
	2.1
	Contribute to curriculum development through informal liaison with individual teachers.

	
	2.2
	Selection, acquisition, organisation, promotion and maintenance of book and non-book resources to cover the full age and ability range of the school community, and to ensure an equality of opportunity for all pupils and staff

	
	2.3
	Responsibility for optimising the use of IT services within the school; this is to include on-line view data systems and the compilation of in-house databases as appropriate. Development of training packages for staff and pupils on the use of IT as an effective information retrieval tool. 

	
	2.4
	Arrangement of materials for effective retrieval including the systematic indexing, classification and cataloguing of all library resources to staff and students as appropriate. 

	
	2.5
	To ensure a high standard of display and promotional material to enhance the standard of appearance of the library in order to provide an attractive environment conductive to achieving optimum use both for purposeful study and leisure 

	
	2.6
	Guidance and assistance to pupils on:

	
	
	2.6.1
	appropriate strategies for the selection of information sources to undertake assignments both from within the school and the wider community

	
	
	2.6.2
	the effective use of specific sources e.g. reference material, micro fiche, etc

	
	
	2.6.3
	the choice of literature and materials to meet curricular and leisure needs

	
	
	2.6.4

2.6.5

2.6.6
	the compilation of book lists and other promotional material where appropriate
Manage and supervise students appointed as student librarians and awarding their achievements
Supervise KS5 pupils 




	
	2.7
	Guidance and assistance to teachers on:

	
	
	2.7.1
	maintaining a high level of resource awareness relating to relevant course/subject areas

	
	
	2.7.2
	professional reading

	
	2.9





2.10


2.11

2.12

2.13
	Responsibility for personal professional development making full use of advisory services and marinating a high level of current awareness regarding children's literature and developments in education and librarianship, including attendance at School Librarian meetings, book selection meetings and courses and appropriate
Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with
To ensure all tasks are carried out with due regard to Health and Safety
Manage and control the library budget in accordance with the school procedures and principles of best value
To undertake appropriate professional development adhering to the principle of performance management 
To adhere to the ethos if the school
2.13.1   To promote the agreed vision and aims of the school
2.13 2   To set an example of personal integrity and professionalism
2.13.3   Attendance at appropriate staff meetings and parents  evenings

	  
	2.14
	Any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms




















	
	PERSON SPECIFICATION

	
	
	
	

	Job Title:
	Librarian
	Division:
	Administration


	
Method of Assessment (M.O.A.)

A.F. = Application Form;     I = Interview;     T = Test or Exercise;	
P = Presentation

	CRITERIA
	0. [bookmark: _Toc226863983][bookmark: _Toc226864232][bookmark: _Toc230418139][bookmark: _Toc230418407]ESSENTIAL
	M.O.A.

	EXPERIENCE
(Relevant work and other experience)

	Experience of working in a school library

Experience of using automated databases

	AF/I

AF/I


AF/I


	SKILLS AND ABILITIES
(Eg Written communication skills, dealing with the public)
	Familiarity with web-based services

Experience of undertaking complex enquiries

Excellent interpersonal skills 

Good organisational skills

Ability to identify work priorities and manage own workload

Interest in working with students

Ability to interpret varying situations and solve problems on a day to day basis.

Ability to work with others to identify needs, and to develop and deliver services

Ability to work with autonomy within set boundaries

Ability to cope with conflicting demands, deadlines and interruptions

Ability to meet the physical demands of the post
 
	AF/I

AF/I

AF/I

AF/I

AF/I


AF/I

AF/I


AF/I


AF/I


AF/I


AF/I

	TRAINING

	Interest in own personal development and willingness to undertake further training

	AF/I

	EDUCATION/
[bookmark: _Toc226863984][bookmark: _Toc226864233][bookmark: _Toc230418140][bookmark: _Toc230418408]QUALIFICATIONS
NB  Full regard must be paid to overseas qualifications

	GCSE or equivalent in English and Maths at C or better

	AF/I


AF/I

	OTHER


	Must be willing to work in a developing and pressured environment in order to meet the needs of the school

Able and confident to work on own initiative whilst being part of a team
	AF/I



AF/I

	CONTRA INDICATION


	Criminal convictions involving offences against children

Unsatisfactory DBS Check 

Ineligibility to work in the UK

Inability to work under pressure

	AF/I


AF/I

AF/I

AF/I







