Dormers Wells High School
Job Description
Post Held: Assistant Librarian
Salary Scale: Grade 4 
Main purpose of the job:
To work in accordance with the School’s aims and objectives, including departmental and school policies which are designed to provide an appropriate education for all students and to encourage individuals to high personal achievement.
Duties and responsibilities
Supporting Staff
· To deputise for the Librarian, taking a lead on the main duties in the library in their absence. 

· To assist the librarian on developing the use of the school library in consultation with the Curriculum Leaders and members of the Leadership Team.

· To assist the librarian on supporting staff in accessing resources in the library and provide support to lessons taking place in the library.

Supporting Pupils

· To supervise all students while in the library especially break, lunch, before and after school.

· To support students in locating resources tailored to their interests, age and reading ability.
· To use data from Oliver and Accelerated Reader to inform reading interventions for particular groups of students. 
· To support students in the use of information technology based resources available in the library.

· To assist students in the use of the photocopier

Supporting the Curriculum
· To assist the librarian on the promotion of the school library and library resources throughout the school.

· To use the Oliver software system.
· To support students in the use of Accelerated Reader and use data from the programme to inform interventions. 
· To develop and promote the effective and efficient use of the library and library resources including information retrieval services in the curriculum.

· To assist access to the information skills curriculum in consultation with the teaching staff.

· To independently organise special library-based events.
· To provide a laminating service and assist staff in the use of this and other equipment held in the resource area.
· To provide a service for the collection of revision guides and other academic resources that have been previously paid for through the school’s cashless system.
Stock/Resource Management
· To maintain library stock, including re-shelving resources and ensuring they are available and displayed appropriately at all times and in a timely manner.
· To catalogue, and classify library resources with the Dewey system using the Oliver software package, as well as Careers resources using the appropriate system.

· To lead in the preparation of resources for cataloguing as directed by the Librarian.

· To issue, return and repair books as required.

· To file and generally maintain stock.

· To maintain a diary for the booking of equipment.

Promoting the Library
· To take a lead in making the library attractive and accessible to all pupils and staff including the provision of displays, guiding and publicity materials.
· To promote the effective and efficient use of the library and library resources.

· To model and promote reading and the enjoyment of literature to staff and students. 
Behaviour and Safety
· To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Child Protection Officer.

· To be responsible for the good maintenance, safety and security of offices, equipment, display areas, stock rooms and offices in adherence to Health and Safety regulations and curriculum area and school policy and procedures.
Professional Development
· To contribute to the development of ICT and the school’s learning platform.
· To attend and participate in school meetings and training as appropriate.

· To keep abreast of current legislation and developments relating to your area and attend INSET where appropriate within the Schools Improvement Plan and with regard to the school’s Investors in People programme.
· To participate fully in the School’s Self Review, School Improvement Plan procedures, Staff Review/Performance Management.

· To liaise as appropriate with other professional institutions or individuals outside the school. 

· To participate in appropriate working parties as the need arises.

Other
· To ensure all work is appropriately documented and kept up to date. 

· To invigilate for examinations if required.

· To word-process as required. 

· To work closely with the Librarian and undertake duties in connection with the running of the library.

· To refer issues/difficulties to the Line Manager in the first instance.

· To implement all and follow all school and LA policies and procedures, including giving due regard to the Local Authorities Equal Opportunities Policy.

· To be a positive role model.

· To carry out such particular duties as the Headteacher may reasonably direct from time to time. 

To Whom Responsible: Librarian 
Note
This job description is not your contract of employment, or any part of it.  It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed.  Nothing will be changed without consultation.  This document must not be altered once it has been signed but will be reviewed annually.

Signed: ______________________________________ Date: _________________________
