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SUTTON GRAMMAR SCHOOL


Job Description

Post: 	Library Assistant

[bookmark: _GoBack]Salary/Grade: 	S6-S13 Term time only (39 weeks, 8:00 to 14:30, 12 hours per week, Thursday & Friday) Actual salary £5,704 - £6,787

Reporting to: 	School Librarian

Responsible for: 	Assisting in the efficient management of the school Library, encouraging staff and students to use the facilities effectively. Supporting student project work and research topics and facilitating reading for pleasure. Help maintain the Library resources.

Liaising with:	School Librarian, all members of staff



Key Responsibilities 

· To assist with class access to the Library ensuring that student research is directed and meaningful.
· To maintain open access to the Library for students.
· To assist with school activities where appropriate e.g. reading groups, blogs, podcasts, reading lists etc.
· To encourage the effective use of the Library across the curriculum and to provide guidance to groups and individuals using the Library. To promote the use of Library resources.
· To operate the Library system effectively ensuring accountability of all stock and resources.
· To understand and put into practice relevant school policies, in particular the new school’s Literacy policy.
· To help maintain and develop a comprehensive stock of books and resources consistent with the school’s educational policies. 
· To maintain an appropriate atmosphere conducive to purposeful study.
· To promote the role of the Library in relevant meetings.
· Supervise student volunteers and encourage their involvement in the efficient operation of the Library.
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