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Librarian
NOVEMBER 2024

Responsible to

Deputy Head (Academic)

Contacts

Deputy Head (Staff and Operations), Deputy Head (Pastoral), Heads of Department, Heads of Section and subject teachers.

Purpose & Scope of the Job

The management, development and promotion of the school library.


Main Functions

0. The management, review and development of the school library, its budget, staffing and electronic and hard copy resources.
0. The updating and implementation of the School Library Policy which supports the School’s Development Plan.
0. Liaison with all departments in the School and with the wider learning community to ensure appropriate access to learning resources.
0. Help to pupils and staff on resources to assist learning and extend patterns of teaching.
0. Induction of all pupils and teaching staff to the library
0. Participation in the planning and delivery of information skills programmes within the school.
0. Developing and maintaining the library and department resources pages on the school VLE
0. Support to literacy and reader development within the School.


Specific Duties Include:

1. Promoting the use of the library as a centre of learning by both staff and boys
1. Ensuring the proper use of library by pupils – maintaining good order and discipline, respect for the facilities, attractive appearance, maintaining an atmosphere that is conducive to good library use
1. Convening a library committee of staff (and/or pupils) to seek ideas from users to improve library services and to report on progress
1. Organisation and overseeing use of library to promote a variety of educational activities, e.g. readings, author visits, national reading promotions, meetings, exhibitions, talks, etc)
1. Liaison with staff over:
· Support for programmes of learning in the classroom/laboratory
· The organisation and delivery of subject specific project work, based in the library
· Dealing with staff inquiries and demonstrating/instructing in use of the library management system & online resources
· Preparing lists of materials on request for the teaching staff
· Departmental stock requests
0. Teaching, monitoring and assessing a programme of information skills to pupils according to the School’s objectives, liaising with the Deputy Head (Academic). 
0. Responsibility for the development of online resources including the library and departmental resources pages on the VLE and the e-book collection.
0. Dealing with individual inquiries from pupils seeking information
0. Responsibility for stock-taking and preparing and monitoring the annual library budget
0. Ordering resources and checking of invoices
0. Issues and returns at main desk; overseeing security


Basic Skills & Competences Required

1. Qualified Librarian 
1. Ideally a minimum 3 years experience as librarian, preferably within a school environment
1. The ability to manage and disseminate information in a range of different media
1. A knowledge of the current education framework
1. Communication skills
1. A knowledge of literature
1. Experience of delivering a programme of information skills
1. Strategic planning skills to support the writing and implementation of the learning resources centre’s policy
1. Financial management skills for management of library budget
1. A full range of ICT skills
1. Behaviour management skills
1. Learning support skills
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