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Learning Resource Centre Manager





This description is not intended to be exhaustive and is a general outline of the typical duties and responsibilities expected to be carried out whilst accepting that these may vary.

Main Purpose of Job

Whole School Literacy
Under the overall direction of the Subject Leader for English
· Managing the day to day operations of the LRC; administering, promoting and maintaining a stimulating and welcoming environment.
· Supervision of young people using the LRC – supporting the process and organisation of materials for loan and providing assistance with computers, printers, photocopying.
· Supporting the delivery of the academy’s literacy programme.
· Contributing to the provision of a high standard of service to meet the needs of students, staff and the whole school community – including stock selection and tutor/class library boxes.
· To liaise with academic departments over subject specific book stock, book lists and recommendations.
· Developing the independent study/research and learning skills of students by providing additional opportunities for students to undertake learning outside of the classroom environment.
· Implementation of intervention strategies when appropriate – including the delivery of book clubs and study groups.
· Leading on promotional events, author visits and competitions.
· To provide tours and information about the library to visitors, parents and on visitors’ days.
· To support the Library Assistants and assist with their training (student leaders).
· To progress and develop in the role through participation in any training, coaching and support offered in conjunction with the role.
· To participate in professional development activities and professional networks.

Extra Curricular 
· In liaison with the Associate Lead for SMSC to develop and promote the LRC as a centre for student engagement through a programme of extra curricular activities and clubs before and after school and at lunchtimes.
· Liaising with Associate Lead for SMSC, students and student council to develop student voice around extra curricular activities
· Attend parent’s evenings, open evenings/days 
· Develop displays – both within the LRC and around the academy to promote the work of the LRC 
· Support the delivery of bespoke workshops for the wider community - stakeholders including students, parents/carers

General
· To be familiar and comply with all relevant Health and Safety, Operational, Personnel, GDPR and Financial Regulations, policies and procedure.
· To ensure equality of opportunity is afforded to all persons both internal and external to the school, actively seeking to eliminate any direct or indirect discriminatory practices/behaviour.
· Other duties and responsibilities commensurate with the grade of the post that may be required to be undertaken at the discretion of the Headteacher.
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Person specification
Learning Resource Centre Manager

	Category
	Method of Assessment

	Essential/Desirable 
(E/D)

	Qualifications and Training


	GCSE passes in Maths and English Grade
C or above.
	AF/CQ
	E

	Qualification in Library/Information Studies 

	AF/CQ
	D

	Special Skills and Knowledge
	
	

	Experience of working in a library preferably within a school.
	AF/I
	D

	Experience of working with teenagers
	AF/I
	E

	Full working knowledge and ability to use computer applications, to include word processing, spreadsheets, databases, mail merge etc.
	AF/I
	E

	Experience of running research / information literacy sessions for school pupils
	AF/I/R
	D

	Knowledge of Access-IT Library Management software (training will be given)
	AF/I
	D

	Knowledge of reading strategies
	AF/I
	D

	Knowledge of and enthusiasm for children’s and young people’s literature
	AF/I
	E

	Knowledge of digital information resources
	AF/I
	D

	Understanding of the needs of students and staff in a school setting for research support and reading for enjoyment.
	AF/I
	E

	Experience in use of e-books
	AF/I
	D

	Personal Qualities
	
	

	Conscientious, honest and reliable.
	I/R
	E

	Good timekeeper.
	I/R
	E

	Positive approach to dealing with customers both internal and external.
	I
	E

	Positive and constructive approach to team working.
	I/R
	E

	An understanding of and commitment to equal opportunity issues both within the workplace and the community in general.
	AF/I
	E

	A willingness to attend appropriate external and internal training courses.
	AF/I
	E

	Ability to be flexible and work additional hours, sometimes at short notice.
	AF/I
	E

	Personal Circumstances
	
	

	Enhanced disclosure statement is satisfactory.
	C
	E

	Willingness to work additional hours/evenings as and when required following negotiation.
	AF
	E

	Physical Requirements
	
	

	No serious health problems which are likely to impact upon job performance; ie one that cannot be accommodated
by reasonable adjustments.
	I/R
	E



Key
* 		Please note that appropriate training will be provided.
AF 		Application form
I 		Interview
CQ		Certificate of qualification
R 		References
C 		Subject to a satisfactory Standard disclosure statement.

This specification has been prepared in accordance with the requirements of the academy’s Equal Opportunities in Employment Policy.

We undertake to make any ‘reasonable adjustments’
Learning Together, Achieving Together
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