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JOB DESCRIPTION


1. POST TITLE:  

LIBRARY MANAGER

Monday to Friday 37.5 hours per week 36 weeks per annum plus 4  weeks to be worked in the school holidays and to support annual events e.g. Open Evening
  

2. POST HOLDER:  
To be appointed
3. RELATIONSHIPS:
(a) Line Manager: The post holder reports to the Deputy Head (Academic).  
(b) Direct Reports:  The post holder will line manage the Library Assistants.  
(c) Team Leader:  The post holder is a member of the Curriculum Team and will work with the Deputy Head (Academic) and team members collectively to: 
·  
provide mutual support and learning on shared and individual   matters, 

·  
promote effective communication with senior leadership and other colleagues, and

·            provide effective support to the School in a manner consistent with its aims and ethos.

(d) Key working relationship: the post holder will liaise with the Assistant Head (Digital Strategy) in matters relating to the provision of web-based resources.

4.  JOB DESCRIPTION REVIEWS

This job description is a working reference document, to be reviewed as part of the post holder’s annual appraisal review and revised as applicable, i.e. whenever there is a significant change to the job purpose, objectives and/or key responsibilities of the role.
Date job description last reviewed: April 2025
5.
PURPOSE AND OBJECTIVES OF THE ROLE   

(a)  
To take a leading role in the management of academic resources, to include books and periodicals, audio-visual, digital and web-based resources, that will effectively support learning and teaching across the School. 

(b)  
To ensure the efficient running of the Library to facilitate a safe and effective learning environment for pupils and staff. 

(c)  
To assist pupils and staff in the use of the Library. 

(d)  
To oversee the management of the School’s archives.

(e) To ensure efficient and effective administration and academic support is provided to deliver the School’s aims in a manner consistent with its ethos. 

6.
SCOPE OF THE ROLE 
Key Activities: see also the General Tasks list at Annex 1 below, covering the following key topic areas for this post.

(a) To manage and develop the Library according to best practice and the needs of the School, providing a stimulating, studious and purposeful atmosphere.

(b) To maintain a collection of appropriate resources within the allocated budget (utilising purchasing synergies where possible across the business), according to the requirements of staff and pupils, that is properly managed and displayed or made available online as appropriate; also to dispose of obsolete resources as necessary.

(c) To assist Heads of Department to develop and manage departmental collections of subject-related resources, both paper-based and web-based, which will benefit pupils’ learning.
7.
GENERAL
(a) The post holder is responsible for promoting and safeguarding the welfare of children, to comply with the School’s Child Protection Policy and to report to the Designated Safeguarding Lead or Head any concerns relating to the safety or welfare of children.

(b) The post holder must maintain a clean and safe work area, having regard to Health and Safety regulations and requirements generally and particularly in relation to their role.
The post holder shall work with and assist other departments as required, time allowing and avoiding conflict with the post holder’s principal responsibilities, and carry out any other reasonable task as identified by their line manager or the Bursar.

Signed:   ……………………………………………… Dated: ……………………………………
Annex 1: General Tasks List
LIBRARY MANAGER

(a) To manage the day-to-day organisation and delivery of services
(b) To manage and develop the Library Management System (Heritage Cirqa)

(c) To organise, classify and catalogue all library materials adhering to professional standards

(d) To employ robust stock management and selection criteria, proactively working with teaching staff to ensure learning resources are both relevant and good quality

(e) To encourage reading for pleasure in collaboration with the English Department, organising promotions accordingly 

(f) To promote awareness and usage of digital resources amongst staff and students

(g) To develop and enhance the Library Service’s web and social media presence

(h) To provide a welcoming and stimulating learning environment, ensuring high standards of behaviour in line with School policies

(i) To provide an accessible enquiry service for staff and pupils, offering one-to-one advice sessions

(j) To create and deliver Library inductions and information & digital literacy sessions to enhance research and learning skills
(k) Responsible for running the KS3 timetabled reading sessions and research projects.

(l) To organise the annual World Book Week celebrations and other library events.

(m) To organise regular author visits to the Library.

(n) To oversee the recruitment and training of pupil Library Leaders.

(o)   To oversee the management of the school archives

(p)   To ensure Quality Assurance and service standards processes are in place

(q)   To maintain professional CPD to ensure knowledge of changes within the library and information sector together with developments in related technology spheres

(r) To manage loan schemes for specialist resources; for example iPads, charging packs etc.

(s) To train and motivate Library staff, supporting their personal development within the School. 

(t) To take an active role in delivering Library induction courses for new pupils, independent learning lessons, supporting class research and providing the appropriate guides and literature, including but not limited to HPQ, EPQ and 6th form research. 

(u) To sell stationery to pupils as required.
(v) To manage the Library budget effectively ensuring value for money and spending within budget

(w) To attend Heads of Departments’ Meetings, and general staff meetings; to produce half-termly and annual reports for senior leadership and Governors. 

(x) To undertake lunchtime and after school duty cover in conjunction with the Library Assistants.
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