[image: ]		[image: ]
Nene Park Academy 
Person Specification
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.

Person Specification: The following areas of assessment should be addressed when considering your application. They will be assessed as follows: Interview, Letter of Application and References. Please consider this carefully when completing your application form and the accompanying letter of application.

	Qualifications
	Essential
	Desirable

	
		•A level qualification or equivalent 




	• Educated to degree level
• Chartered Librarian

	Experience
	
	

	
	•Understanding of budget management 
	•Experience of school related software i.e. SIMS

	Skills/Knowledge
	
	

	
	• Microsoft Word, Excel 
• Assimilate large volume of information 
• Solve a wide variety of problems 
• Identify priorities quickly and accurately 
• Good Communication skills with staff, pupils, and other users of the school library 
• Excellent organisational skills 
• Ability to lead a team effectively by motivation and personal enthusiasm 
• Keyboard skills 
• Accurate figure work 
• Ability to work quickly 
• Display work 
• Ability to work on own initiative 
• Ability to organise and prioritise workload 
• Ability to recognise and deal with unexpected situations and problems 
• Knowledge of information, retrieval, and handling systems 


	• Library management systems

	Motivation
	
	

	
		•Ability to cope with several conflicting demands 
• Tolerance 
• Patience 
• Sensitive to the demands of staff, pupils, and other users of the school library 
• Tactful & diplomatic 
• Willingness to work 8.00 am to 4.30 pm hours to accommodate library opening times. Flexibility to cover absence 




	

	Physical
	
	

	
	•Lifting of stock, boxes or moving equipment
	

	Other Factors
	
	

	
	•Responsible for health, safety, and welfare of users of the school library
	



	


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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