
V A C A N C Y  F O R

Librarian
REQU IRED  AS  SOON AS  POSS IB LE

JOB  DESCR I P T ION



To provide an outs tanding al l  round educat ion
at each s tage of the 3-13 embracing divers i ty
and promoting a cul ture of equi ty and inclusion.

To ensure that every chi ld is  nur tured, supported
and chal lenged, re lat ive to their  abi l i ty,  to make
excel lent  personal and academic progress.

To provide an except ional pastoral  care
framework to ensure every chi ld has digni ty,
purpose and opportuni ty.

To empower chi ldren to reach Dest inat ion 13 as
wel l - rounded individuals and equipped to make
a long las t ing contr ibut ions wi thin their
communi ty and beyond.

To create and invest  in an opt imal school
environment so every chi ld can excel on their
journey.

Fel tonf leet  is  a thr iv ing, co-educat ional day and
weekly/f lexi -boarding Pre -Prep and Prep school
located near the A3 in Cobham, Surrey. Our pupi l
rol l  s tands s teadi ly each year at  around 400. The
School is  set  in 25 acres of grounds and
woodlands, and presents a marvel lous and
inspir ing working environment.  

Fol lowing Shel ley Lance’s successfu l  tenure, Oliver
Barret t  wi l l  join as Fel tonf leet  Head in January
2027, wi th El izabeth Sieczko serving as In ter im
Head unt i l  then. The school has chari table s tatus
and there is a board of Governors.

There are 60 fu l l  t ime teaching s taf f  and a large
support  team. Al l  members of s taf f  are expected to
demonstrate a posi t ive work ethic alongside a spir i t
of  col laborat ion and mutual support  for one
another.
 

Approximately 50 pupi ls  are weekly or f lexi
boarders. We fol low a Monday to Fr iday rout ine,
wi th sport  matches for Prep school pupi ls  on
Saturday mornings. 

Af ter an excel lent  IS I  inspect ion in May 2026, we
move forward wi th excel lence as our habi t .  

Our key a ims are :  

Our  core  be l ie f ,  tha t  ind iv idua ls  rea l ly  mat ter ,  shapes  our  va lues
dr iven e thos  o f  hones ty ,   respons ib i l i t y ,  respec t  and k indness .    

Creat iv i ty,  individual i ty,  cr i t ical  thinking,
resi l ience, learning from mis takes and ins t i l l ing a
l i fe - long passion for learning are the heart  of  our
approach. 

The school provides an excel lent  f ramework for
professional development wi th an extensive INSET
programme and training. Staf f  are wel l  supported
through an appraisal  sys tem which encourages
col leagues to seek appropriate courses wi th a view
to constant ly raise s tandards. Fel tonf leet  is  a
leading l ight in i ts  use of digi tal  technology in the
classroom with iPads and Google Docs. Teaching
staf f  are supported to gain Apple Teacher s tatus as
part  of  their  CPD. 

Fel tonf leet  recent ly announced i ts  par tnership wi th
Reed’s School and Ripley Court  School to create
the Reed’s Schools Chari table Trus t ,  es tabl ishing a
seamless,  co-educat ional  pathway for fami l ies f rom
the age of  three through to A Level .  The merged
Trus t  wi l l  comprise three outs tanding schools:  Reed’s
School  (ages 11-18),  Fe l tonf leet  (ages 3–13),  and
Ripley Court  (ages 3–11).  

Al l  three schools share a common vis ion and ethos
placing the chi ld at  the heart  of  educat ion, wi th a
focus on character,  in tegri ty,  compassion,
responsibi l i ty,  inclusion and service.

THE SCHOOL



Pension scheme and associated benef i ts
provided by Royal London

Training and development support

Discounted school fees

On-s i te parking

Complimentary lunch on s i te during term t ime

Use of school swimming pool

Annual f lu jabs

WHY FELTONFLEET ?

Benef i t s School  l i fe

The faci l i t ies and grounds at Fel tonf leet  provide
top 
class learning environments wi th bespoke
set t ings for a range of special is t  teaching
including our Pre -Prep, science laborator ies, DT,
ar t  and outs tanding sport ing faci l i t ies.  

Fel tonf leet  is  commit ted to providing
development opportuni t ies to al l  s taf f  members
through formal and informal t raining. We
encourage and endeavour to provide s taf f  wi th
relevant support  to grow within their  role to
ensure al l  s taf f  fu l f i l  their  fu l l  potent ial  whi le at
Fel tonf leet .

Fel tonf leet  provides a thr iv ing school communi ty
both for pupi ls  and s taf f ,  something that is
echoed dai ly in our core bel ief  ‘Where
individuals real ly mat ter’ .
 



Repor t ing to

Star t  date

Hours  

Salary

Deputy Head (Academic)

As soon as possible

Wednesday and Thursdays 7.45
am -  1.15 pm, Fr idays 7.45 am -
1.45pm. This is  as a job share so
there is also addi t ional f lexible
handover t ime of two hours. A total
of 19 hours per week

£12,283 per annum

At Fel tonf leet ,  we see the L ibrary as much more
than a place to f ind a book. I t  is  an important par t
of school l i fe,  support ing pupi ls ’  academic
development,  cur iosi ty,  conf idence and wel lbeing.
The L ibrarian plays a central  role in creat ing a
welcoming, engaging and inspir ing l ibrary
environment where pupi ls  are encouraged to
discover new ideas, develop a love of reading and
become conf ident,  independent learners.

Working closely wi th pupi ls  and col leagues across
the school,  the L ibrarian wi l l  support  the L ibrary’s
contr ibut ion to teaching and learning, promote
reading for pleasure, maintain a vibrant and
relevant col lect ion, and ensure that the L ibrary is a
space where pupi ls  feel  comfor table, supported
and inspired.
The fol lowing pages provide an overview of the
role and the key act iv i t ies undertaken by the
Librarian(s)  to support  the L ibrary’s important
contr ibut ion to the academic and pastoral  l i fe of
Fel tonf leet .

Job t i t le :  L ibrar ian

THE ROLE

Role Overv iew

The dut ies out l ined in the fol lowing pages
are not exhaust ive and may be amended
from t ime to t ime to ref lect  the needs and
prior i t ies of the School.
As wi th al l  ro les at  Fel tonf leet ,  the post
holder(s )  wi l l  be expected to work f lexibly
and undertake other reasonable dut ies that
are consis tent  wi th the nature and level  of
the role.



Inc ludes:
planning L ibrary lessons
preparing appropriate resources
adapt ing sessions for di f ferent year groups
preparing reading ini t iat ives
organis ing themed learning opportuni t ies
l iasing wi th s taf f  regarding curr iculum l inks
and ways the l ibrary can support  speci f ic
areas of the curr iculum

Lesson Preparat ion & P lanning

KEY AREAS OF RESPONSIBILITY

L ibrary Management  Sys tem &
Stock Development

Inc ludes:
select ing and purchasing appropriate s tock
cataloguing new books
processing and preparing books for pupi l  use
removing outdated or unsui table s tock
maintaining a balanced col lect ion
ensuring s tock meets a wide range of ages,
abi l i t ies and interes ts

Reading Tracking & Data
Moni tor ing
Inc ludes:

moni tor ing reading journeys
updat ing reading records
support ing pupi ls  wi th book choices
ident i fy ing pupi ls  requir ing addi t ional
support
l iasing wi th teachers regarding reading
progress

Parent  Communicat ion &
Reading Guidance

Inc ludes:
personal ised reading recommendations
support ing fami l ies wi th reading choices
11+ reading guidance
hol iday reading suggest ions
responding to parent concerns about reading
development

Teacher & Curr icu lum L ia ison
Inc ludes:

discussing pupi l  reading progress
recommending appropriate texts
support ing individual pupi ls
contr ibut ing to reading plans
support ing curr iculum topics wi th re levant
resources

Learning Enr ichment  L ia ison
Inc ludes:

support ing pupi ls  wi th addi t ional needs
discussing accessible reading opt ions
updat ing reading approaches
contr ibut ing to individual pupi l  support
at tendance at wel fare meet ings



Creat ing an invi t ing and welcoming space
for pupi ls  during break t imes and luncht imes,
providing a range of act iv i t ies such as book
recommendations, colouring, games,
s t ructured act iv i t ies

Pas tora l  and Pupi l  suppor t

KEY AREAS OF RESPONSIBILITY

Addi t ional  Whole School
Cont r ibu t ion
Inc ludes:

demonstrat ing al l  aspects of the l ibrary as
part  of  propsect ive parent tours including
showcasing l i teracy provis ion and
demonstrat ing the school’s cul ture and values
support ing pupi l  v is i ts  / Taster days
work wi th other local schools on a range of
events
Book fairs
Work wi th col leagues to create a fun and
engaging celebrat ion of World Book Day
Liase wi th local book shops to arrange book
fairs for parents and pupi ls .
Organsie author vis i ts .

Pol icy & Profess ional
Respons ib i l i t ies  
Inc ludes:

updat ing relevant l ibrary pol ic ies
draf t ing and / or updat ing relevant r isk
assessments
adhereance to the school’s safeguarding
pol icy and procedures
professional reading and development
complet ion of re levant t raining



SKILLS AND EXPERIENCE
The success fu l  candidate wi l l  demons t ra te:

A genuine enthusiasm for books, reading and support ing chi ldren’s learning.
Experience of working wi th chi ldren or young people, ideal ly wi thin an educat ional or l ibrary set t ing.
Excel lent  communicat ion ski l l s  and the abi l i ty to develop posi t ive re lat ionships wi th pupi ls  and
col leagues.
Strong organisat ional ski l l s ,  wi th excel lent  at tent ion to detai l  and the abi l i ty to manage resources
ef fect ively.
Confidence in using technology and digi tal  resources to support  learning and research.
The abi l i ty to work independent ly,  use ini t iat ive and take ownership of the day- to -day running of the
Library.
Creat iv i ty and enthusiasm for developing act iv i t ies and ini t iat ives that encourage pupi ls  to read and
engage with the L ibrary.
An unders tanding of the di f ferent needs, in teres ts and reading abi l i t ies of pupi ls  across the age range.
The abi l i ty to work col laborat ively wi th teachers and other col leagues to support  the curr iculum.
A f lexible, posi t ive and proact ive approach, wi th a wi l l ingness to contr ibute to the wider l i fe of the
School.
A calm, approachable and encouraging manner, creat ing an environment in which pupi ls  feel  welcome
and supported.
A s t rong commitment to safeguarding and promoting the wel fare of chi ldren.

Ski l l s  and Exper ience

Essent ia l
Knowledge of l i terature and
chi ldren’s/young people’s books
Unders tanding of the role a school
l ibrary can play in support ing learning
and reading for pleasure
Experience of organis ing and
maintaining resources and information
Abi l i ty to manage compet ing prior i t ies
ef fect ively
Warm, approachable and pupi l - focused
Creat ive and proact ive in developing the
Library

Desi rable
L ibrary/in format ion qual i f ica t ion or
re levant  profess ional  t ra in ing
Knowledge of  cur ren t  ch i ldren’s  and
young adul t  l i te ra ture
Unders tanding of  the independent  school
envi ronment
Exper ience work ing in a school  l ibrary
Exper ience of  suppor t ing reading
in i t ia t ives  or  l i te racy programmes
Exper ience of  co l laborat ing wi th
teaching s ta f f  to  suppor t  the curr icu lum
Exper ience of  us ing a l ibrary
management  sys tem
Exper ience of  us ing digi ta l  l ibrary and
research resources
Abi l i ty  to recommend appropr ia te books
and resources to pupi l s  o f  d i f feren t  ages
and abi l i t ies
Prev ious exper ience of  work ing wi th in a
safeguarding - focused envi ronment



YOUR APPLICATION

Please ensure you read the job information pack
careful ly,  as wel l  as the relevant pol ic ies on our 
websi te. Appl icants are asked to complete the
downloadable or onl ine appl icat ion form avai lable
on our websi te.

The appl icat ion form is avai lable in a Microsof t
Word read/wri te format or the PDF may be printed
and completed by hand.

You should provide a covering le t ter in support  of
your appl icat ion addressed to the headmistress,
Mrs El izabeth Sieczko. P lease note: appl icat ions
should be submit ted by emai l  and sent to
hr@fel tonf leet .co.uk

Documents must  ei ther be in Microsof t  Word or PDF 
format as we are not able to accept any other type
of f i le.  Al l  appl icat ions wi l l  be acknowledged by
emai l  wi thin one working day of receipt .

P lease contact  Human Resources on 01932 862264
should you have any quest ions or i f  you have not
received an acknowledgement.

P lease note that we reserve the r ight to conduct 
in terviews prior to the c losing date. Fel tonf leet
School and i ts  s taf f  are commit ted to safeguarding
the wel fare of chi ldren. To support  this commitment,
successfu l  appl icants wi l l  be required to undergo
screening appropriate to the post ,  including checks
with past  employers, the Disc losure and Barr ing
Service and social  media checks. 

I t  is  an of fence for any person barred from working
with chi ldren to apply for this post .  References may
be taken up at any s tage during the recrui tment
process.
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