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Job Description 

Post Title:		Library Manager

Location: 		Derby Moor Spencer Academy

Salary/Pay Range:	NJC18 – NJC22 (£25,131 – £26,930 actual salary, per annum)

Hours of work: 	37 hours per week, Term Time Only
Monday – Thursday 8.00am – 4.00pm (exclusive of 30-minute lunch break), Fridays 8.00am– 3.30pm (exclusive of 30-minute lunch break)

Reporting to:		Vice Principal

Purpose of Role
· To co-ordinate the Library and Flexible Learning Centre and to promote its use as a major curriculum facility to improve teaching and learning
· To provide technical support for the use of AVA equipment across the curriculum
· To support the management of the schools reading interventions

Main Duties and Responsibilities 
Co-ordination of the Library and Flexible Learning Centre
· To plan and oversee the general organisation and day-to-day running of the Library and Flexible Learning Centre.
· To work with the finance team on the control of the Library and Flexible Learning Centre budgets, and to prepare estimates of future needs, as and when required or appropriate.
· To co-ordinate orders for the Library and Flexible Learning Centre.
· To liaise with teaching staff over stock selection for the Library and Flexible Learning Centre, including ordering and cataloguing resources.
· To train staff and students on the use of all Library and Flexible Learning Centre resources, including how to use both printed and electronic resources ensuring appropriate induction training and guides are available.
· To work with teaching staff on all aspects of curriculum development involving use of the Library and Flexible Learning Centre. 
· To liaise with the ICT team on ICT developments and needs in the Library and Flexible Learning Centre. 
· To liaise with the Careers Leader and Human Development Faculty on how to promote the use of careers related materials within the FLC. 
· To liaise with any external bodies, local or national, offering services or materials which will supplement and enrich the resources of the school.
· To select, acquire, organise, and edit learning resources to maintain a balanced stock in a variety of media and to ensure that resources are catalogued and updated.
· To continue personal professional development including being aware of relevant national and local developments and initiatives.
· To provide a term-by-term analysis of the use of the Library and Flexible Learning Centre.
· To select, acquire, organise, and edit learning resources to maintain a balanced stock in a variety of media and to ensure that resources are catalogued and updated.
· To contribute to any teaching programmes that develop flexible learning and study/research/revision skills, including the Accelerated Reader Programme.
· To contribute to teaching programmes which develop literacy by promoting reading, the enjoyment of books, and reading for pleasure. E.g. Scholastic Book Fair, Reading Rampage etc.
· To train and supervise student lunchtime assistants, monitoring their work and reviewing progress.
· To be responsible for the care of fabric and furniture in the Library and Flexible Learning Centre.

Audio Visual and reading support
· To undertake the care and maintenance of audio-visual equipment within FLC.
· To provide technical support for events outside of normal school hours on an ad hoc basis (e.g. school concerts, open evenings, etc.).
· To support all staff in the delivery of assemblies and events for students by coordinating technical support.
· To undertake editing and duplication of audio and video materials where requested.
· To maintain appropriate records and stock control.
· To support the development of the use of software relating to reading, inputting and creating content and its management.
· To support staff in the use of software relating to reading by delivering sessions to whole class/groups of students under the overall direction of the teacher when required.

Wider Professional responsibilities
· To make a positive contribution to the wider life and ethos of the academy
· To develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support
· To contribute to school Quality Assurance processes, Self Evaluation and School Improvement Planning

Personal and Professional Conduct
A Flexible Learning Co-ordinator will demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes that set the required standard for conduct throughout their career. 
Flexible Learning Co-ordinators uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside the Academy, by: 
· treating students with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to their professional position
· having regard for the need to safeguard students’ well-being, in accordance with statutory provisions
· showing tolerance of and respect for the rights of others 
· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs
· ensuring that personal beliefs are not expressed in ways which exploit students’ vulnerability or might lead them to break the law
· A Flexible Learning Co-ordinator must have proper and professional regard for the ethos, policies and practices of the academy in which they work, and maintain high standards in their own attendance and punctuality. 
· A Flexible Learning Co-ordinator must understand, and always act within, statutory frameworks.

Safeguarding
Ensure that you act according to the principles of best practice, and in accordance with the requirements of the Keeping Children Safe in Education guidance, as issued by the Department for Education.

General
· All non-teaching staff will work on Teacher Training Days.
· Holiday leave will be in line with the policy for non-teaching staff i.e. for this role Annual Leave cannot be taken during term time.
· Work in a professional manner and with integrity and maintain confidentiality of records and information.  
· Maintain up to date knowledge in line with national changes and legislation as appropriate to the role.
· Be aware of and comply with all Academy policies including in particular Health and Safety and Safeguarding.
· Participate in the Academy Appraisal process and undertake professional development as required.
· Adhere to all internal and external deadlines.
· Contribute to the overall aims and ethos of the Spencer Academies Trust and establish constructive relationships with nominated Academies and other agencies as appropriate to the role.
· All job descriptions are subject to change as the needs of the academy changes.
· These above-mentioned duties are neither exclusive nor exhaustive, the post- holder maybe required to carry out other duties as required by the Trust.

Additional Information

The Spencer Academies Trust is committed to safeguarding and promoting the welfare of all our students and expects all employees and volunteers to share this commitment.  All posts are subject to enhanced DBS checks and completion of Level 2 safeguarding training.
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