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	Job title: Librarian
	Status: Temporary

	Team: CUBE & Library 
	Reports to: CUBE Manager

	
	Direct reports:  Library Staff (3)

	Department: Library
	Departmental budget holder: Yes


Position context:
In 2016, HSFC, one of the leading providers of Sixth Form Education within the UK, celebrated its 25th anniversary. These are exciting and challenging times for us and, and with a vision and mission that states that by 2022 we will be recognised regionally and nationally, as a centre of excellence for high quality education, social inclusion and outstanding progression for our students. Staff and Students will participate fully in the process of education and through great teaching and learning, and working with strong partners, Havering Sixth Form College will ensure outstanding progression for students to high quality destinations continually seek to recruit outstanding staff members.

In 2015 we successfully built and opened our latest state-of-the-art teaching space, just one of 6 buildings catering for some 2300 students at our Wingletye Lane Campus. We are committed to continued growth in student numbers and a focus on providing high quality teaching and learning that is designed to enhance the employability and achievement of our students. 

Position purpose: The Librarian is responsible for the day-to-day management and development of a centralised Sixth Form College Library that both supports the curriculum and extends learning beyond the needs of the curriculum. The postholder will be responsible for raising the profile of the Library service and will ensure that it meets and adapts to the needs of the students to offer an outstanding student experience, making the Library a centre for learning.














Position accountabilities:
	Accountability
	Key activities 

	Strategy
	· Provide strategic leadership of the Library, working in collaboration with Cube Manager to produce a College Library Policy in line with the mission and strategic plan of the College ensuring that the Library is a centre of learning.
· Works with Faculty Leaders and Subject Leaders to ensure the Library supports the needs of all course teams.
· Responsible for the setting of high expectations of academic learning supporting stretch and challenge.
· Co-ordinate space and occupancy of the Library to create and maintain a positive working ethos, liaising with colleagues in premises management and network management as necessary for the maintenance of premises and equipment.
· Manage and take responsibility for a purposeful study environment for both curriculum-based and independent learning.


	Planning 
	· Produce weekly rotas, matching staffing to need.
· Managing selection, acquisition and organisation of resources.

	Delivery
	· Participate in staff development via the college staff review and development process, ensuring that staff have the technical and customer focussed skills to provide a professional, student orientated service.
· Organise the renewal of magazines and online journal subscriptions and manage the Philip Allen online resource catalogue.
· Oversee the creation of visual displays and exhibitions to promote important events such as World Book day, Black History Month, Holocaust day etc.
· Provide regular reports on the use of the service, collecting and monitoring library data.
· Co-ordinate and promote a wide range of resources in a variety of formats, traditional and electronic. 
· Work with curriculum areas to develop approaches to independent lifelong learning.
· Promote the use of library resources to develop literacy skills
· Identify methods of extending the library service to incorporate IT based support 
· Encourage the effective use of the Library across the curriculum and provide guidance to groups and individuals using the service
· Responsible for organising a library induction for all new students
· Manage the Library budget, selecting, negotiating and purchasing all resources. 
· Undertake stock control procedures to maintain adequate stock levels
· Develop the Library services to support e-learning, including web-page development and the college’s virtual learning environment in liaison with the IT team.
· Encourage, promote and provide for out of hours use of the Library and its resources.
· Any other duties as reasonably requested by the Principal.

	People Management / Organisational Development 
	· Manage the library team to ensure the delivery of the Library strategy.
· Ensure Library team engage fully with Performance Management systems and encourage and promote continuing professional development of team.

	Information Management and Reporting
	· Working collaboratively with SPMI (management information services) ensure that timely and accurate reporting on use of Library is available to The Cube Manager for analysis.

	Health and Safety
	· Hold responsibility to avoid action that could threaten the health or safety of themselves, other employees, customers or members of the public.



Key Stakeholders:
Internal:
· Cube Manager
· Academic teams
· Director of SPMI
· Students

External:
· Parents
· Professional bodies e.g. CILIP
Knowledge, skill and experience requirements 
Essential:
· Educated to Degree Level in a relevant qualification
· Knowledge and experience of Library management systems, ideally Heritage Library software
· Proven leadership skills associated with managing a Library and a small team of staff
· Budget management skills.
· Knowledge of how a Library can effectively support curriculum delivery and raising literacy standards of students
· Knowledge of how a Library service can be used effectively to support students in post 16 education
· Ability to work in line with the vision and expectations of the College 
· Ability to develop strategies for the Library to meet & adapt to the needs of the students
· Vision and drive to set and achieve demanding targets for learning resources provision.
· Ability to manage and disseminate information.
· Excellent oral and written communications skills.
· Proficient in IT applications & able to use ICT to support the delivery of learning and management of the library systems 
· Ability to improve students’ learning and their outcomes. 
· Proven organisation and administrative skills.
· Ability to adapt quickly and flexibly to new demands and change
· Professional manner and able to run an efficient, welcoming and popular library service for all students.

Desirable:
· Relevant Librarianship or Learning Resource Centre Qualification
Key behaviours:
· Demonstrate and role model College values which are:

1. Learning through continuous development & reflection- capacity is developed and continuous learning is institutionalised 
2. Responsibility - Responsibility for personal and organisation’s future is shared 
3. Honesty - Elephants in the room are named and staff and students can speak truth to power, whilst respecting other people and their views 
4. Independence - Independent judgement is expected and respected 
5. Excellence - Achievement and Progression
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