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Nene Park Academy
Job Description
Librarian

Job Title: Librarian 
Scale: Salary Grade 7 – points 12 - 19 
Hours per week: 37 hours per week Monday to Friday 
Weeks per year: Term Time + 20 days (including summer school and Holiday intervention) 
Responsible to: Reading Lead and Assistant Principal for King House 

Purpose of the role:
To take responsibility for the library, its resources and use, whilst developing it as a central library and learning resource for the academy from 815 to 4pm each day. 
To support the Reading lead with delivery and administration of the Reading and literacy programme for the academy. 

Main duties and Responsibilities:
• To develop the provision of a library provision for students and staff, including the financial management of the resources budget in order to provide an effective resource and information service. 
• To organise materials for effective retrieval by classifying, cataloguing, and indexing all library resources, and maintain and monitor stock in order to ensure an effective service that meets the requirements of the national curriculum, students and staff. 
• To monitor usage of resources and to ensure the security of the library facilities to ensure that resources are available when required and to ensure an effective service for students and staff. 
• To supplement the school’s resources through sourcing additional resources from appropriate channels, establishing external links and actively seeking to increase resource provision to ensure access to a variety of resources for staff and students. 
• To work with the Academy Reading Lead and the English team in the promotion of the development and importance of Reading and literacy skills through contributing towards the planning, development and delivery of whole school Reading and literacy programme 
• To plan and deliver activities to enhance and widen the curriculum and further promote the importance and love of Reading 
• To establish and maintain a programme of induction, teach library skills on a timetabled basis, and give ad hoc demonstrations of information/retrieval techniques to ensure all students and staff have equality of opportunity to the learning resources. 
• To maintain an effective booking system for classes in the library to enhance the usage of the library resource. 
• To contribute to curriculum development through discussions with teaching colleagues, and to advise on the availability of resources needed for curriculum development to ensure that the library supports the delivery of the academy curriculum. 
• To recruit, advise, train and motivate student librarians to enable students to receive the service they need. 
• To monitor the use of IT within the library to ensure appropriate use. 
• To promote a positive working environment within the library in order to encourage and promote the use of the library as a resource and to ensure that students have adequate support for their learning needs. 
• To assist the Sixth Form team in ensuring students attend and meet the expectations of supervised study sessions 
• To contribute to the School’s Vertical Tutoring system as and when necessary. 
• To understand and be fully committed to the duties and responsibilities in relation to child protection and safeguarding young people. 
• To provide daily Session 6 activities within the library, specifically around Reading improvement and other literacy and oracy-based activities. 
• To provide cover for reception or SSAs when needed. 
• To undertake any additional duties as directed by the Principal. 

Support for the School 
• Participation in staff events by arrangement. 
• Attend Staff Meetings. 
• Contribute to the maintenance of a safe and healthy environment. 
• Contribute and participate in academy events and activities. 
• Develop and maintain effective working relationships with other staff and parents/carers. 

Data security 
• Act in accordance with legal provisions regulating confidentiality and security of data and information. 
• Ensure up to date knowledge and understanding of GDPR regulations. 

Health and Safety 
• Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions. 
• Co-operate with the employer on all issues to do with Health, Safety & Welfare. 

Continuing Professional Development 
• In conjunction with the line manager, take responsibility for personal professional development. 
• Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available, particularly when related to literacy. 

This job description is subject to review and may be changed following consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties. Elements of this job description and changes to it may be negotiated at the request of either the Principal or the incumbent of the post. 
The post holder will have a shared responsibility for the safeguarding of all children and young people. 
The post holder also has an implicit duty to promote the welfare of all children and young people. 
Meridian Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. All staff will be subject to an enhanced check with the DBS.
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