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Responsibilities 
1. To support in the development of all aspects of the school library. 
2. To support in the provision of a learning support service to meet the information needs of staff and pupils. 
3. Supervise Sixth Form students during study periods within the LRC. 
4. Deliver reading intervention programmes and administer termly online testing to assess and develop the literacy needs of selected students. 
5. Empower students to be critical thinkers, enthusiastic readers, skillful researchers and ethical users of information. 
6. Collaborate with teachers and specialists to play a key role in enhancing teaching and learning at Trinity Catholic High School.

Duties
1. Supervise all students using the library during their periods of study in the LRC, maintaining a welcoming, supportive atmosphere conducive to positive learning experiences and academic study. 
2. Develop positive relationships with all students, with a particular focus on supporting students’ literacy and independent study and research skills. 
3. Monitor student attendance when timetabled in the LRC; maintain accurate records of attendance; and liaise with Sixth Form Heads of Year regarding pupils absent without permission from study periods. 
4. Support in keeping the Library / LRC in good order. 
5. Maintain and promote high standards of behaviour in the Library / LRC.
6. Support students using the Library / LRC in a courteous and friendly manner; assist in locating resources; undertake necessary admin tasks; support students in the use of ICT, dealing with technical issues and other queries.

Literacy Intervention Coordinator 
1. Deliver specialist support to selected non-SEN students on a reading intervention program to improve their reading scores and reading ability. 
2. Oversee the administration of intervention platforms such as Lexia PowerUp, including the management of login details and running of data reports. 
3. Liaise with GL Assessment and Lexia, where necessary. 
4. Monitor and report on the engagement of students using Lexia PowerUp. 
5. Provide drop-in sessions for students to complete Lexia before school. 
6. Provide weekly, after-school, compulsory Lexia sessions for students not meeting weekly targets at home. 
7. Report on reading scores of selected students to the Curriculum Lead for Literacy on a termly basis. (Training on reading programmes can be provided)

Promotion and Development 
1. Assist with student and staff library inductions, offering particular support to Y7 and Y12 students. 
2. Promote the library to staff and pupils to encourage its wider use. 
3. Promote reading for pleasure and identify titles and topics for promotion. 23. Assist in the development of strategies and resources to encourage reading and improved literacy.
4. Play an active role in liaising between students, school and home with regard to the promotion of reading. 
5. Support on whole school literacy initiatives such as World Book Day and National Poetry Day. 
6. Create and maintain library displays to promote books and reading. 
7. Establish good relationships with students, encouraging and advising them on suitable literature depending on their ability and interests. 
8. Carry out duties as may be required from time to time commensurate with the overall responsibility of the post, undertaking other tasks in line with the above accountabilities as directed by the SMT.





Additional Responsibilities 
1. Duke of Edinburgh Verifier. (Training to be provided.) To review and verify evidence submitted online for approval at Bronze, Silver and Gold Award levels. To maintain regular contact with the school DofE manager and attend training as required.

	CPD
2. Continue your own professional development by attending training events and liaising with other librarians

Safeguarding 
1. To undertake safeguarding training every year and uphold the principles of the “Keeping Children Safe in Education” document as well as the whole school Safeguarding policy.
2. Responsible for safeguarding and promoting the welfare of children/young adults.
3. To be familiar with the procedures for reporting safeguarding concerns on CPOMS.
4. To assist with the management of behaviour and student safety at school.
5. Be aware of and comply with policies and procedures relating to child protection, health & safety, confidentiality and data protection, reporting all concerns to an appropriate person.

Catholic Ethos 

1. To contribute to the maintenance and development of the school’s Ethos and Vision.
2. To play a full part in the life of the school community to support its distinctive Catholic mission and ethos and to encourage staff and students to follow this example.
3. To foster positive relationships across the school and in the catholic community.

These above mentioned duties are neither exclusive nor exhaustive and the post-holder may be required to carry out other duties as required by the school. 
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