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	JOB DESCRIPTION 
	

	Post Title: Librarian 

	Contracted hours per week: 35 
	Working pattern: Term Time Only + 2 weeks 

	Department/Team: English 
	Grade: NJC Scale 6 point 18 to point 20 - £32,418 to £33,510. Term time only (actual salary £28,513 to 29,473) 

	Responsible to:  Assistant Headteacher
	

	Date: January 2023 
	


 
Key Accountabilities, Duties and Responsibilities 

Manage the Library (both main and Sixth Form) to support and enrich teaching and learning across the school, by enabling students to access a broad range of learning resources, develop learning and information handling skills, and by promoting literacy, reading for pleasure and independent learning. 

A whole school focus for Mulberry Academy Shoreditch is whole school reading and literacy. The librarian would play a crucial role in this work. 

Main Responsibilities, tasks and duties:
· To line manage the Assistant Librarian ensuring an effective and efficient service to the School by delivering training, managing performance and modelling effective behaviour
· Coach, mentor and develop programmes for students, to enable them to develop their individual competencies as learners and their information literacy/learning skills and to provide a reading for pleasure culture
· Involve the school library in home-school liaison projects that develop and support family learning, and support the engagement of parents/carers in their children’s learning and curriculum needs
· Create and implement school library policies and procedures including data protection, copyright, and health and safety legislation 
· Develop plans re. library services that contribute to the School plan with regard to library participation
· Produce regular reports, publications, publicity, and newsletter items to keep staff, students and parents aware of relevant library and literacy developments and generate interest in resources and support available
· Acquisition, organisation, dissemination and maintenance of resources, both traditionally printed and electronic, appropriate to the learning needs of the full age and ability range within the school community. Liaison with outside agencies as necessary.
· Liaison with staff through meetings, CPD, INSET, induction and on an individual basis to develop provision and promote effective use of the Library across the curriculum
· Manage a study environment for both curriculum-based and independent learning, ensuring the positive behaviour of students using the library
· Manage and maintain control of the library stock and resources suggesting alternatives as necessary
· Overall management of the school library and 6th form library budget
· Ensure that a record is maintained of books on loan and that all damaged books are repaired as necessary
· Carry out the duties of other employees in the department in their absence
· First aid trained 
Management of people
· Management of Assistant Librarian, daily supervision of Sixth Form Librarians. 
Creativity and Innovation
· Development of policies, procedures, programmes and plans to ensure that effective library/learning resources are provided to students of all ages. 
· Design and development of newsletters and publications to raise awareness and generate interest in resources and support for learning that is available. 
· Coaching/mentoring of students to enhance research and learning skills
· Develop reading for pleasure initiatives to promote a reading culture
· To work with the AHT for whole school reading to utilise the library as a space crucial in the development of a whole school reading culture. 
Contacts and relationships

· Day to day contact with students to improve competence as learners. 
· Day to day contact with staff to discuss and plan resource requirements
· Contact with parents
· Book representatives – re. library resource
· Outside agencies – to equip library with appropriate learning resource

Decisions 
A requirement to make decisions or recommendations. The extent to which policies, procedures or other guidelines affect your decisions.

Discretion 
· Postholder has discretion to develop policies, procedures and plans to ensure appropriate resources
· Work generally carried out within clearly defined policies and procedures and advice can be sought from Line Manager 
· Management of budget
Consequences
· Impact of decisions would be in relation to student’s ability to use research and other skills and be provided with adequate learning resources

Resources
· Library and learning resources stock

Work Environment
a) Work Demands
Postholder will be subjected to interruptions and conflicting priorities, which could impact on the programme of work

b) Physical Demands
Moving and handling books/resources

c) Working Conditions
Work will be carried out in a school environment


d) Work Context
Potential risk of verbal/physical abuse whilst undertaking front line work 

Key Relationships	
· Headteacher, SLT, other Heads of Faculty/Department and YLCs, relevant staff with whole school responsibilities, relevant non-teaching support staff, colleagues from across the Mulberry family of schools, representatives of external bodies and parents

Equality, Diversity, and Inclusion 
· Adhere to the Trust’s policies and ensure anti-discriminatory practice in all aspects of the role. 
· Leadership responsibility for ensuring compliance with equality legislation.

Safeguarding 
· The post-holder will have due regard for safeguarding and promoting the welfare of children and young people and will follow the child protection and safeguarding procedures adopted by Mulberry Schools Trust. Any safeguarding and child protection issues will be acted upon immediately by informing a Designated Child Protection Lead. 
· The School as an employer is committed to safeguarding and promoting the welfare of children and young people as its number one priority.  This commitment to robust Recruitment, Selection and Induction procedures extends to organisations and services linked to the Trust on its behalf.

Health and Safety 
The Health and Safety at Work Act (1974) places duties on all employees:

· To take reasonable care for their own Health and Safety and that of other persons who may be affected by the individual’s acts or omissions at work;
· To co-operate with management to enable them to carry out their duties and comply with all relevant Health and Safety legislation;
· Not intentionally nor recklessly to interfere with or misuse anything provided in the interests of health, safety or welfare;
· To assist management/leaders in preparing, implementing and updating all relevant risk assessments for their area of responsibility.

This job description is correct at the date of publication and may alter over time as the needs of the Trust change. The job description will be discussed as part of the Trust’s appraisal policy and may be amended after discussion with the post holder.  It has been compiled to allow the job to be assessed against the Trust Pay Policy and evaluated alongside the GLEA Job Evaluation scheme, adopted by the Trust. 
 




Signed:  ________________________________ Date:  ______________  	 				Postholder 
 


[bookmark: _GoBack]
 
Signed:  ________________________________ Date:  ______________  	 	
				Responsible Officer 	 



	PERSON SPECIFICATION 

	 
Post Title: 
	 
Librarian 
 

	Education & Qualifications 
	· Graduate or equivalent with successful experience of working in a library or learning resource centre

	Knowledge, 
Skills & 
Understanding 
	· Knowledge of current education and professional developments and an understanding of their application in a learning resources context
· High level of oral and written communication skills and an ability to work in partnership with teachers and other staff and communicate effectively with students, parents and outside agencies
· Knowledge of the full range of resources appropriate to the age range of the school and the ability to manage them
· Strategic planning and financial management skills
· Competence in handling ICT
· Ability and desire to work with young people in an inner-city environment to motivate, develop research and independent learning skills
· Ability to emphasise with and provide for the needs of a diverse learning community to generate interest in reading/learning
· Graphic skills and/or display experience
· Ability to work under pressure, meet deadlines, initiate, plan and lead.
· Experience with budgets
· First aid qualifications (training will be provided)

	Personal Attributes  
	· Presents a positive role model in carrying out duties and when representing the school.
· Demonstrate excellent analytical, interpersonal and organisational skills to the high professional standard required to work effectively with colleagues, leadership teams and other schools 
· Be able to work as a team, valuing the contribution of other members whilst holding people to account
· Possess excellent communication skills both verbal and written

	This post is subject to an Enhanced DBS Disclosure and the successful applicant will be subject to relevant vetting checks before an offer of appointment is confirmed, and will be subject to rechecking as appropriate. 
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