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 Library Assistant (part-time) ref VNOPS23

Job Description

[bookmark: _Hlk75348115]Role: 	Library Assistant

Reporting to: 	Librarian

Hours of work: 	16 hours per week (term-time only), Monday and Wednesday, 8:30am–5:30pm.

[bookmark: _Hlk75929032]Summary role:	The principal role is to provide administrative and clerical support to the librarian and to assist in providing library services and promoting reading for pleasure to both pupils and staff.
	
	It is essential that the library assistant will be able to communicate well with pupils from ages 11 to 18 and develop a rapport with them. Competent and confident use of IT is essential, including basic skills and experience in Microsoft Word, Excel and either Publisher or PowerPoint.

Relationships: 	The position involves personal, email and telephone contact with staff and pupils, occasionally with parents and visitors.
 
Detailed tasks:

The following is a guide to the primary tasks; it is not meant to be an exhaustive list:

· To supervise the library in the absence of the librarian and to ensure that a calm and purposeful atmosphere is maintained, including observance of health and safety requirements.
· To staff the library desk and operate the Accessit library management system to issue/return books 
· To offer general assistance to pupils and staff using the library, including their use of the  library catalogue.
· To process stock, including receipting, labelling and covering.
· To undertake stock repairs and withdrawals.
· To assist the librarian with basic cataloguing, including amendment of incorrect catalogue records.
· To assist in running Key Stage 3 reading lessons.
· To shelve resources consistently and accurately, and to ensure the library is tidy.
· To create publicity materials such as posters and bookmarks and  assist in creating imaginative and eye-catching displays.
· To help train and manage pupil librarians
· To attend staff INSET and external training, as required, including compulsory Health & Safety training.
· To perform additional administrative support duties in the library as required.

Additional Responsibilities:

· General administrative and maintenance support including the non-academic aspects of pupil administration
· Routine tasks around the school. 

General responsibilities: 

· To ensure all duties are carried out in accordance with health and safety regulations and with due regard to child protection and safeguarding 
· To undertake any training and development for the better fulfilment of the post  
· To undertake any ad hoc duties or projects as requested 
· To undertake any other duties and responsibilities as determined by the Head or Bursar

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities tasks and duties.  The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.  

This job description is subject to review in line with the developing needs of the school.






























Person Specification

Role: Library Assistant

	 
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Qualifications & training 
	Good written and spoken communications skills
 
GCSE or equivalent in English Literature

	First Aid qualification 

	Application

Certificates

	Experience 
	None

	Working in a library environment
	Application

Tasks

Interview

	Professional Values 
	Ability to establish and maintain good professional relationships with pupils and colleagues

Ability to maintain confidentiality when working with sensitive documents and/or information

	
	Application

References

	Knowledge and understanding 
	Good IT skills including Microsoft Office programs

	Experience of database-type products

An understanding and enjoyment of children’s literature
	Application

Tasks

	Skills 
	Ability to deal with regular interruptions

The ability to work under pressure to short deadlines

Promote a positive working environment 

Ability to work with minimal supervision and to act on own initiative

Attention to detail

	Ability to prioritise workloads

Problem solving
	Application

Tasks

Interview

	Personal characteristics 
	A passion for reading

Enthusiastic

Approachable and empathetic

Organised and resourceful 

Flexible

Punctual

	Smart appearance
	Interview

Tasks

References




Exeter School is an equal opportunities employer and welcomes applications from any appropriately
qualified person. 

Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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