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Djanogly Learning Trust 
Job Description

Djanogly Learning Trust Vision
We believe that every child has the right to an education that gives them the best opportunity to succeed and prosper.  We know that this takes great people, hard work and attention to detail. This is a considerable responsibility and we take it very seriously. Everyone within our trust is fully committed to learning.  Our ethos is to be innovative in order to improve, to develop resilience in order to face challenges, and to strive for excellence in everything we do.
	Job title
	Library Assistant

	Hours and weeks
	37 hours per week, term time only



Djanogly Values 

Employees who demonstrate a commitment to our core values of Excellence, Resilience and Innovation will: 

· Embody the belief that every child has the right to an excellent education and constantly strive to give every child the best opportunity to succeed and prosper through their contribution to the Trust  

· Recognise and demonstrate the importance of working hard, showing resilience and paying close attention to detail to ensure every child achieves their best.

· Strive for excellence by demonstrating a commitment to innovation, engaging in CPD and constantly striving to improve provision and outcomes for pupils.

Djanogly Behaviours

Employees will demonstrate their professionalism and promote a positive culture by:

· Behaving in a professional manner at all times

· Developing professional working relationships with all colleagues and stakeholders, showing understanding and mutual respect in all aspects of their role

· Taking personal responsibility by paying attention to the small things to intercept issues before they become a larger problem

· Resolving any issues in a professional, calm manner, seeking support where necessary and always demonstrating kindness and respect for others

· Starting and ending the day with the same emotional constancy with every interaction.




Job Purpose:
	The Library Assistant will support the smooth running of the three libraries at Djanogly City Academy. This includes issuing books and receiving returns, keeping the libraries tidy and welcoming and supporting scholars with selecting books and with their reading. 



Job Responsibilities:
	· Updating and maintaining the Library Management System

· Maintaining and tidying the libraries, issuing books and shelving returns. 

· Identify out-of-date books. 

· Assisting in the running of enrichment clubs after school

· Supporting scholars’ reading both in library lessons and in general

· Disseminate information about resources and services to staff and students in order to enhance curriculum development and student learning

· Maintaining a high standard of display and promotional materials in order to provide an attractive environment which is conducive to purposeful study and leisure reading

· Supporting with reading related events such as World Book Day, Book Awards, and Reading challenges which will help inspire and motivate scholars





Djanogly Learning Trust General Requirements:
	Policies and procedures
You will comply with all policies and procedures at all times which include:
· ensuring the safeguarding of young people by adherence to the child protection and safeguarding policies.
· ensuring all equality, diversity and health and safety requirements are upheld in the performance of your duties.
· ensuring you comply with the Trust’s Staff Behaviour policy, including outside of work where applicable.
Professional Development
· You are required to undertake professional development as part of your job description.    This includes contributing to regular ‘check ins’ and Journey to Excellence reviews with your J2E reviewer, proactively seeking professional development to improve your performance.

This job description is not a complete description of the role, as you are required to undertake any other reasonable duties as directed by the academy leader and the leadership team.






Djanogly Learning Trust
Person Specification

In order to be considered for interview all essential criteria must be met.

	JOB TITLE
	Library Assistant




	
Requirements
	Essential
	Desirable
	Short listing criteria

	Qualifications 

	Be educated to GCSE or equivalent, including English and Mathematics
	X
	
	X

	English language / literacy qualification at a higher level 
	
	x
	

	Experience

	Experience in an administrative or customer service 
	
	X
	

	Experience working in a similar setting to a library
	X
	
	X

	Have experience of working within the education sector.
	
	X
	

	Proficiency in the use of Microsoft Office applications
	X
	
	

	Skills 

	Be friendly and approachable
	X
	
	

	Have an ability to work to deadlines 
	X
	
	

	Have an ability to relate to and form positive relationships with students
	X
	
	

	Have an ability to work well with colleagues as part of a team
	X
	
	

	Demonstrate an ability to work on your own initiative and with minimal supervision when required
	X
	
	

	Be prepared to work flexibly with other staff or alone when required
	X
	
	

	Enthusiasm and professionalism when working with staff, students and outside agencies at all levels within the Academy
	X
	
	

	Demonstrate a problem-solving approach to tasks 
	X
	
	

	Personal Qualities – Other

	Enthusiasm and commitment to offer an excellent service to staff and students between the ages of 11 -19.
	X
	
	

	A strong commitment to developing your own skills
	X
	
	

	A love of books and the written word
	X
	
	

	Personal Qualities 

	Belief in the values and behaviours of DLT
	X
	
	

	Evidence of continuing professional development
	X
	
	

	Commitment to equal opportunities and diversity in the performance of duties
	X
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