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JOB DESCRIPTION – Library Assistant 


Langley Park School for Girls is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.


	Title:
Library Assistant 

Postholder: 

Date appointed: 

Date appointed to this Post: 

Date of this Job Description:
July 2022

Salary Point:
NJC Scale 2, Point 3

Hours:
18 hours per week / 40 weeks per year

Immediately Responsible to:
Librarian 

Important Relationships:
Students 
Teaching Staff 

Job Purpose:

To assist the Librarian in the running and development of the School Libraries and to encourage the reading and research culture of the school.

	Schools are complex organisations designed to support the learning of our young people. The better the education they receive, the greater their life chances and choices they will have.  All young people deserve a world class education. This is only possible when everyone within a school works as part of a team, regardless of their role, to support the creation of effective and inspiring teaching & learning experiences.

Job Purpose:
To support teaching staff in delivering the highest quality learning experiences in order that all our students achieve their potential.

To support the outcomes of young people by performing the following Duties and Responsibilities:

Duties and Responsibilities:
1. To assist in the running of the Library, recognising that the Library is a silent study area
2. To undertake all routine maintenance tasks such as preparing book boxes for classes and the issuing and monitoring of library laptops. 
3. To assist with the running of the computerized issue system to train staff and prefects as appropriate
4. To work with pupils both in their Library classes and in their own time, providing advice on information retrieval from both book and non-book sources
5. To support events and marketing strategies in order to demonstrate the centrality of the Library to both learning and pleasure.   To support the English Dept in preparing relevant displays in classes.
6. To work with staff implementing the reading policy and to support the running of enrichment clubs and activities in both the Library and English Dept. (As a part-time role the Library Assistant may not be available for the whole afternoon)
7. To undertake all routine maintenance tasks such as shelving returned books, shelf checking, processing new and removing old stock, stock repairs and preparing book boxes for classes
8. To keep abreast of developments in education, publishing and ICT
9. To comply with the school’s Health & Safety Policy
10. To identify and undertake any relevant training 
11. To undertake any other duties as mu reasonably be required such as attending Open Evenings and relevant educational visits by the Library or English Dept.
12. To support the School’s Health & Safety Policy at all times.
1. To work proactively as part of the school’s Admin Team as required.
1. To be an active part of the Admin Team and share a rotation of duties/cover as required
13. Any other duties as may reasonably be required.



Agreed and signed 


Postholder	................................................ 		Date	....................................



Headteacher	.................................................		Date	……..............................
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