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Job Description

Job Title: Library Assistant & Sixth Form Study Supervisor
Actual salary range: Salary Scale 5 (points 12-17) Salary range £28,110 - £30,238
[bookmark: _Int_LHcdanC8]Hours: 36 hours per week, 39 weeks per year – (Term time only) 7.45am - 3.30pm Monday to Thursday, 7.45am – 3.15 pm on Fridays
Responsible to: SLT


Job Purpose
The primary purpose of the role is 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 oversee the Library as a Sixth form study area throughout the day, supporting students with their study and gathering of resources.   Manage, deliver, develop and promote the library and learning resource centre and to play a vital role in supporting students, teachers and subject departments and their work.  

Duties and responsibilities:
Sixth Form Study Supervision
· Building a relationship with students to develop improved attendance.  
· Monitor Sixth Form student attendance and registration following up absences / late marks and liaising with the Learning Coordinator of Year 12 & Year 13 and Sixth Form Support Officer. Ensure registers are completed in an accurate and timely manner. 
· To implement Sixth Form policies in the library e.g. no food/drink, appropriate dress. 
· To support students in developing effective study skills, independent skills and research skills and to support students with personal statements 
· General administrative support to the Sixth Form when required under the direction of the Assistant Headteacher. 
· To provide feedback to subject staff and Learning coordinators of Year 12 and 13 on student attendance and completion of work in the library. 
· To take full ownership of the Sixth Form Study and take responsibility for the upkeep of the areas, this to include: 
· Maintenance of all display and notice boards, making sure they are up to date and to help establish an intellectual buzz in the Sixth Form 
· Ensuring that all IT hardware is in good working order, reporting any issues arising to the ICT Helpdesk 
· Ensuring that the Study is kept tidy at all times and that furniture is clean and appropriately arranged. 

Library duties
· 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.
· Maintain a quiet atmosphere conducive to study and learning within the library and learning resource centre, managing student behaviour to enable students to concentrate
· Prepare an annual library and learning resource centre development plan in line with the overall school strategic development plan
· 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 research, implement and deliver reading programmes for students
· To deliver library lessons in collaboration with the English department
· Develop the information retrieval skills of students to allow then to access information effectively in both electronic and paper format
· Organise and deliver library induction sessions for students on the use of library resources
· Maintain a high level of awareness of current literature for young people and children 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
· Encourage, develop and support student librarians
· Introduce, promote and develop library and information handling skills to pupils (and staff) through individual and group activities 
· 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 Headteacher / SLT will render the grade of the post liable for re-evaluation


Employee Responsibilities
· 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
· Promote actively the school’s corporate policies
· Comply with the school’s Health and Safety Policy and associated working procedures, undertaking risk assessments as appropriate
· Comply with the School’s Equal Opportunities and Diversity Policy and to ensure that it is implemented within the service area of the post
· Comply with the School’s Data Protection Policy and Code of Practice within the service area of the post
· Show high expectations of all students and staff; respect for their social, cultural, linguistic, religious and ethnic backgrounds; and commitment to raising educational achievements
· Be courteous to colleagues and provide a welcoming environment to all visitors

Additional Duties
· 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.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
All staff will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of raising pupil achievement and effective team working.
St Ignatius College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 
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