Role Title:  Learning Resource Centre Assistant 
Grade: 

4
Accountable to: 
Learning Resource Centre Manager
Hours:                  20 hours per week term time only


	

	Purpose of the role

	To assist the Learning Resource Centre (LRC) Manager with the day to day running of the Learning Resource Centre and school Reading Room in order to provide an effective service to students and teaching staff. 
Provide support for the social and personal needs of pupils, ensuring that they have access to a safe environment at all times. 



	Key OBJECTIVES: Accountabilities

	The specific accountabilities of this flexible role may alter from time to time in order to meet the needs of the school, but accountabilities will include (or be equivalent in nature to) those listed below:

· Assisting the LRC Manager in maintaining the LRC and the Reading room as attractive, tidy learning environments that encourage effective learning, providing basic ICT support to students when required

· Working with students and staff to provide a learning resource services which supports the leaning and teaching needs of students and staff throughout the school, providing support for resource based learning, including on line learning resources and materials

· Assisting in the provision of a counter enquiry service to users of the Library functions of the LRC, including overseeing the discharge of books and despatch of overdue letters

· Assisting in the promotion and effective utilisation of available resources, both hard-copy and on line packages/materials, whilst promoting the concept of independent study skills
· Providing support for on line learning, being a key point of contact for students not able to attend learning in school,  helping them in accessing relevant materials and monitoring their utilisation of on line learning programmes
· Undertaking stock checks including repairs, renewal and replacement of stock
· Encouraging and supporting student librarians

· Under direction of the LRC Manager, liaising with external suppliers over resource materials required for use by the school
· Responding flexibly to the varied requirements that will emerge in the process of developing the scope of the department 

· Preparing and maintaining display boards within the LRC/ Reading room areas
· Engaging in training and development which supports personal development and enhances the work of the school.
· Undertaking other duties commensurate with the grade of the post as may be reasonably required



Person Specification

	Level of Knowledge

	· Knowledge and understanding of operational procedures

· Some knowledge of a library or management information system and understanding of the collection, reporting and use of data


	Qualifications and Professional Membership

	· The equivalent of 5 GCSEs to include Level 2 English and Maths. 

· Appropriate ICT skills



	Experience

	· Experience of working within a front facing customer service role

· Experience of working as part of a team providing effective operational support

· Evidence of personal and professional development through work related e


	Skills

	Key Skill 1

· Good communication and interpersonal skills in order to provide clear and concise advice and specialist guidance as appropriate

Key Skill 2

· Good level of IT skills in using a wide range of ICT software

Key Skill 3

· Demonstrates ability to organise own work load and act with initiative where appropriate
Key Skill 4

· Ability to present information clearly, concisely, accurately and relevantly in ways that promote understanding, either verbally or in written/electronic form



	Competencies

	


· Works well as part of a team valuing others’ differing perspectives.

· Continually seeks opportunities to improve tasks that are within their area of control.

· Models and reinforces excellent behaviours
