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St. Ignatius College
                      
Career Guidance Officer / Librarian
                  
Job Description

Responsible to:	Headteacher

Actual salary range:		Salary Scale 6 (points 26-28)
				£ 22,248 - £23,616

Hours:	36 hours per week
	7.30 am to 3.15 pm Monday to Thursday
7.30 am to 3.00 pm Friday	
	40 weeks per annum (Term time plus one week)


Job Purpose

· Career guidance in providing information, advice and guidance to help students make realistic choices.
· Use careers information, resources and look at available training and work options for students.
· To provide an effective and efficient library and learning resource centre, an information and resource service that is up-to-date and meets the overall aim of the school library and school resource objectives. 
· To manage, provide, develop and promote the library and learning resource centre. 
· To play a vital role in supporting students, teachers and subject departments and their work.

Main duties and responsibilities:

Career Guidance

· Working with her/his line manager and the senior leadership team to develop and maintain an effective careers and work-related learning provision, which is regularly reviewed to ensure that school and student needs are met. 
· Planning and delivering a programme of careers education, enterprise and work-related learning throughout the school. 
· Liaising as appropriate with staff such as key stage co-ordinators, curriculum leaders within the school, the careers service, the local authority and other agencies/companies. 
· Organising and co-ordinating special events and visits (for example, careers days, work experience placements, enterprise days) to enhance learning, and to inform, motivate and encourage students’ aspirations. 
Ensuring that health and safety requirements for work experience placements and other relevant regulations are in place and adhered to, including the completion and recording of necessary checks. 
Arrange and carry out one to one interviews for Y10/Y11
· Maintain a relevant Careers / Apprenticeship / Jobs in Industry notice board 
· Assess students’ abilities, interests and achievements.
· To organise and manage the library and learning resource centre, 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. 
· In accordance with agreed policy, and in consultation with teaching staff, research, select, acquire, organise and advise on learning resources in all formats to support the curriculum, and teaching and learning in general, generating a bank of resources for departments to use.
· To organise the resources effectively and to use display material and other resources to enhance accessibility and attractiveness of the library and learning resource centre for information retrieval and leisure use.
· To prepare an annual library and learning resource centre development plan in line with the overall school strategic development plan.
· To promote the library and its resources and services to staff and students, allowing flexible access and support for curricular and extracurricular activities, study support, and independent study
· To support the development and implementation of a school library policy which is aligned with school-wide targets and to regularly review and make recommendations for change and innovation.
· To develop the information retrieval skills of students and staff to allow then to access information effectively in both electronic and paper format
· 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 be responsible for the management, development and promotion of the Library and Careers Library and their environment. 
· To exercise general supervision and control of pupils using the library throughout the day. 
· To handle all library materials and deal with accessioning, processing and withdrawal routines, including the accurate recording of details as required. 
· To ensure that the law of copyright is observed and that appropriate licences are in place to minimise risk of claims against the school.
· To ensure the library management system is up to date. 
· To organise and deliver library induction sessions for students on the use of library resources. To collaborate with teaching staff in the planning, development and delivery of relevant learning and study skills programmes to equip students to make effective use of the learning resources available. 
· To maintain an atmosphere conducive to study and learning within the library and learning resource centre, managing student behaviour to enable students to concentrate.
· To maintain a high level of awareness of current children’s literature and developments in education and librarianship in order to ensure that the library and learning resource centre provides an up to date service to its users.
· To liaise with all departments in the school to ensure appropriate access to learning resources. 
· To sort library materials for repair and repair stock as required. 
· To shelve materials, file, and generally maintain the library in an orderly fashion. 
· To operate the loans systems for all items borrowed and returned by School users: to amend records accordingly, and maintain statistics as required. 
· To maintain the records connected with School Library membership and use. 
· To organise reservations, including checking and retrieval of items required, and to inform borrowers of their availability. 
· To answer enquiries, from staff and students 
· To aid staff and students in their use of the library by offering guidance on the use of the most appropriate resources, including ICT 
· To encourage, develop and support student librarians. 
· To be pro-active in developing and promoting ICT facilities within the library for staff and students, e.g. use of scanner, digital camera, appropriate internet web sites and computer programs. 
· To aid students in their use of the library by offering guidance on the use of the most appropriate resources including ICT. 
· To introduce, promote and develop library and information handling skills to pupils (and staff) through individual and group activities. 
· To encourage, develop and support student librarians 
· To provide or organise appropriate training for pupil librarians 
· To ensure that the library displays are regularly updated and that they promote the ethos of the library and the school. 
· To be responsible for the content and maintenance of the library zone on the school website. 
· To provide administrative support to Manager and Verifier of the School’s Duke of Edinburgh Award Scheme when required
· To administer the Jack Petchey Award scheme including nominations and to maintain records
· Supervise the Sixth Form students using the Library for private study 
· Transition administrative support
· Such duties and responsibilities may be updated from time to time to reflect any changes to the School. Only significant additional duties or responsibilities as required by the Head teacher / SLT will render the grade of the post liable for re-evaluation.

Employee Responsibilities
· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.
· To promote actively the school’s corporate policies.
· To comply with the school’s Health and Safety Policy and associated working procedures, undertaking risk assessments as appropriate. 
· To comply with the School’s Equal Opportunities and Diversity Policy and to ensure that it is implemented within the service area of the post. 
· To comply with the School’s Data Protection Policy and Code of Practice within the service area of the post. 
· To support the school in meetings its legal requirements for worship. 
· To show high expectations of all students and staff; respect for their social, cultural, linguistic, religious and ethnic backgrounds; and commitment to raising educational achievements. 
· Employees are expected to be courteous to colleagues and provide a welcoming environment to all visitors and telephone callers. 
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 
· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 
· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition
Additional Duties
· [bookmark: _GoBack]To attend Option evenings as required including sixth form parental evenings 
· Undertake general administrative duties, including Reprographics
· Supervise pupils during the lunch period as directed
· Support other Staff in their roles, in line with School priorities
· Any other duties within the scale of the post.
· To be or a willingness to be First Aid trained and to maintain this qualification.

This job description sets out only the main duties and responsibilities to this post and does not describe in detail the tasks required to carry them out.

The person specification outlines what is desirable for the College; other strong experience and qualifications may be considered.



Person Specification

1. High level of organisation skills
2. Self-motivated and able to work under own direction
3. Skills and confidents to be able to instruct groups of young people
4. Knowledge of the principles and practice of librarianship
5. Knowledge of young people’s literature
6. To be competent in word processing, spreadsheet PowerPoint presentations and have good general computer literacy skills.
7. Be flexible in his or her approach, willing to work as a team player and to be positive, committed and self-sufficient, taking pride in their work and organising their workload to ensure all deadlines are met.
8. Be open to training and development to meet the ever changing demands and opportunities of working in a school as and when they arise.
9. Be professional in all aspects of their work including presentation and dress code.
10. Have good listening and questioning skills.
11. Ability to develop good working relationships with a wide range of people.
12. Be (or become) skilled in the use of the school information database system (SIMS).
13. To be solution focused and have the initiative and research skills to acquire information when required, or to acquire appropriate help.
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