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Job Description


Post:	Library Assistant
Line Manager: 	Librarian
Salary Range:	APT&C Scale 4 - 8


Principal Responsibility/Job Purpose:
To assist in the provision of a library and information service to the whole school.

Principal Tasks:
· Issue and return of resources, i.e. library books and text books, using the computerised library management system.
· Tidying of digital catalogue records - correcting inconsistencies and tidying authority files.
· Assistance in supervision of students in the library, especially during the main school break and lunchtimes, as well as during library lessons when Librarian is not present, ensuring a high standard of behaviour.
· Shelving and shelf-tidying.
· Initial guidance and advice / recommendations to readers and enquirers.
· Oversee and support our Student Librarians.
· Other library routines, including issuing overdue notices and invoices, mending books, creating and renewing displays, distribution of periodicals, as requested by the Librarian.
· When needed, routine printer / photocopier maintenance / advice and support with library computers, and online resources that students may wish to use.

Other Duties
[image: ]The post holder may be required to perform duties other than those given in the job description for the post.  The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are common occurrences and would not of themselves justify the re-evaluation of a post.  In cases, however, where a permanent and substantial change in the duties and responsibilities of a post occurs, consistent with a higher level of responsibility, then the post would be eligible for re‑evaluation.

David Fitter
Headteacher
						 


St Bartholomew’s School




Person Specification

Post:		Library Assistant

	Key Criteria
	Essential
	Desirable

	Qualifications and Training
	· Good basic educational standard

	· Some experience of working in a library or information environment


	Competence Summary
(Knowledge, abilities, skills experience)

	· Good organisational ability
· Ability to work with IT
· Confident working with students
	· Some experience of working with a library information management system


	Work-related Personal Requirements
	· Good at relating to a wide range of people
· Flexible approach to tasks
· Adaptable
· Methodical
· Creative 
· Attention to detail
· Willing to work as part of a small team
· Enthusiastic about books and reading 
· Capable of working under pressure
· Confident enough to take an initiative
· Ability to work in a way that promotes the safety and wellbeing of children and young people

	

	Other Work Requirements
	· Patient and resilient
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