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Librarian (Part Time)
Job Description
	Title 
	Librarian  

	Salary 
	Grade 2 Points 6-8 (FTE: £23,893 - £24,702)
Actual Salary: £6,877.20 - £7,110.06)

	Required from 
	November 2024 (or sooner if possible)

	Contract Type
	Permanent – Part Time (12 hours per week)
Term time only

	
	

	Purpose 
	· To have a highly creative and active role in the management, development and promotion of the wide range of services provided by the academy library, in addition to the day-to-day administration 
· The management, development, promotion and evaluation of the library which supports learning and teaching across the academy 


	Reporting to 
	Assistant Headteacher (Enrichment & Careers)

	
	

	Disclosure level 
	Enhanced 

	
	

	MAIN (CORE) ACCOUNTABILITIES

	Planning & Development 
	· Organising and managing the library, ensuring its effective use by classes, groups and individuals
· Sharing responsibility for and managing the library budget
· Contributing to curriculum and policy development by liaising with all departments through attendance at Head of Department, IT and whole school meetings
· Selecting, acquiring, organising and promoting Library resources and IT to support teaching and learning throughout the academy
· Ensuring equality of access for all pupils and staff to high quality learning resources.
· Recruiting student library assistants, supervising and training them and rewarding their achievements.
· Monitoring and evaluating the effectiveness of the service provided by the library and its impact on teaching and learning.
· Supervising pupils using the library for independent study and maintaining a welcoming, supportive atmosphere conducive to positive learning experiences
· To ensure that the library is tidy with all fiction, non-fiction and reference sequences in order and that all returned books are shelved.
· To supervise the loan and return of materials to staff and pupils.

	Support for Staff and Students
	· Supporting and advising staff and pupils in the selection and use of information resources to support their curricular and leisure needs.
· Planning and delivering a programme to support the development and teaching of information literacy and learning skills in partnership with teaching staff and reinforcing these skills where appropriate.
· Promoting reading and the enjoyment of reading in all its forms.
· Promoting and publicising the services provided by the library to the whole school community.
· Exploiting every opportunity for own professional development, sharing INSET opportunities with colleagues and other librarians, as well as maintaining a comprehensive awareness of current developments in information and library management, education and children's 
· literature.

	Other expectations 
	· Comply with all Harborne academy’s policies and procedures ensuring commitment to the ethos and values.
· Assist in the development of excellent working relationships. 
· Take responsibility for Health and Safety of yourself and that of others. 
· Ensure that all personal information that you have responsibility for, regardless of format, is held, maintained and used in accordance with Data Protection regulations (GDPR).
· Comply with the academy’s requirements for and commitment to the Safeguarding of Children.
· Commit to ensuring your own personal development 

	
This job description is current at the date shown, but in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

Notwithstanding the detail in this job description, in accordance with the academy Policies, the job holder will undertake such work as may be determined by the Headteacher or Trustee Board from time to time.






The academy operates a safer recruitment process. Appointment to the post will be subject to suitable references and an enhanced DBS check. The academy is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

Librarian 
Person Specification

	QUALIFICATIONS & EXPERIENCE 
	ESSENTIAL
	DESIRABLE

	Educated to at least GCSE Grade C (4) or equivalent in English and Mathematics 
	· 
	

	Appropriate qualifications in Library management e.g. City and Guilds, CILIP
	
	· 

	Substantial library experience, with experience of working with schools or with children
	· 
	

	Proven record of working successfully and flexibly within an educational establishment 
	· 
	

	Proven communication and administrative skills experience, including problem solving, taking initiative and sharing information to work as an effective team player within the Academy. 
	· 
	

	Experience of working as part of a wider team 
	· 
	

	Experience of working with young people with a commitment to the highest standards of child protection and safeguarding 
	· 
	

	KNOWLEDGE AND SKILLS
	
	

	A strong understanding of Microsoft 365 software packages and social media platforms 
	· 
	

	A solid knowledge of school information management systems, specifically SIMS
	
	· 

	Knowledge of children’s literature and children’s resources to support the curriculum
	· 
	

	PERSONAL QUALITIES 
	
	

	Ability to deal confidentially, impartially and appropriately with situations 
	· 
	

	Good influencing skills to encourage pupils to interact with others
and be socially responsible
	· 
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