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	Purpose
	· To support the Library Manager in the day to day running of the library

	Reporting  To
	· Library Manager

	Salary/Grade
	· Scale 3

	Working hours
	· 20 hours per week

	Disclosure
	· Enhanced

	MAIN DUTIES

	Management of Resources 
	· Labelling books according to AR levels

· Shelving books in correct numerical / alphabetical order

· Monitor the ICT room during break and lunchtimes

· Assisting class teacher during library lessons as required 
· Issuing books through Reading Cloud system
· To learn/have knowledge of the Accelerated Reader programme 
· Ensuring that the aims and objectives of the Library are met to the required standard and to predetermined time scales, as directed by the Library Manager
· Provide lunch / break cover for the Library Manager

	General
	· To act as an Invigilator during exam periods, when required.

· The postholder will be required to undertake other duties and responsibilities of a similar grade and nature in order to support workload peaks and resources and skills shortages to ensure the school's priorities are met.  This will be sensitive to available resources and individual skills and will normally be within the same service area.  Such other duties will not compromise the postholder's participation in the Performance Management Scheme.  This will include student supervisory duties in school.

· The postholder will actively participate in all aspects of the Performance Management Scheme including undertaking duties and responsibilities for the purpose of self development.  

· The postholder will be required to undergo appropriate training in connection with the development of new technology and assist in the implementation of computerised systems, in accordance with developments in Information Technology.

	· Whilst every effort has been made to explain the main duties and responsibilities of this post, each individual task undertaken may not be identified.

· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

· Employees are expected to present themselves and to act in a professional manner at all times.

· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled applicants or continued employment for any employee who develops a disabling condition.



The post holder is expected to have a high standard of self-presentation and extensive relevant experience and skills as listed below:
	Qualifications
	Essential
	Desirable
	How measured

	A recognised qualification in Library Science
	
	(
	

	Minimum 5 GCSE passes including English and Mathematics 
	(
	
	

	Educated to degree standard
	
	(
	

	Evidence of professional development
	(
	
	

	Knowledge and understanding
	
	
	

	Knowledge of Safeguarding Children – KCSIE policy
	(
	
	

	Knowledge of effective planning, monitoring and delivery of a Library service
	
	(
	

	Knowledge of and an ability to undertake activities including external visits
	
	(
	

	Awareness of health and safety in the work environment
	(
	
	

	Knowledge of current developments
	
	(
	

	Skills, abilities & attributes
	
	
	

	The post holder must possess an excellent level of oral and written communication skills with attention to meticulous accuracy.  A good level of numeracy, organisational skills and fast and accurate key board skills
	(
	
	

	Excellent interpersonal skills: Ability to work with staff, students and other parties
	(
	
	

	The ability to handle difficult situations in a professional calm manner
	(
	
	

	The ability to manage and work as part of a team
	(
	
	

	Develop and exploit ICT to aid the provision of services to the staff & students
	
	(
	

	The ability to maintain the standards required by the school
	(
	
	

	The ability to keep calm  when working under pressure and be able to resolve positively when there are conflicting demands and priorities
	(
	
	

	IT Literate and able to use a library management system
	(
	
	

	Experience
	
	
	

	Experience of working in a public library or similar environment achieving results and making a difference to customers (students and teachers)
	
	
	

	Experience of working to effective administrative processes
	(
	
	

	Qualities
	
	
	

	Honest, trustworthy, committed individual
	(
	
	

	An individual who is adaptable, accountable and flexible in their approach to work
	(
	
	

	A dynamic individual with a ‘can do’, results driven approach and attitude
	(
	
	


Signed: ………………………………………………………………
Date:……………………
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