School Librarian
Required for September 2021

The Role
The Librarian is responsible for the smooth running of the School’s two Libraries – The Ellis Library and The
Pre-Prep Library. They are responsible for acquiring, organising, managing and distributing library resources
and ensuring that the library provision meets the needs of all its users. The Librarian will also coordinate the
Accelerated Reader scheme and support the children and staff in the success of this programme.
The Librarian will report on a day-to-day basis to the Head of the English Department.
The successful candidate will:












have gained a good general education including A-Levels or equivalent qualifications
preferably have experience working with children in a school environment or in a library
be knowledgeable and enthusiastic about literature, particularly children’s literature
be confident in the use of basic technology (experience of Junior Librarian (MLS) is desirable but not
essential as training will be given)
have good numeracy/literacy and clerical skills and be confident in using ICT
have the creative ability to create displays to ensure the library is a stimulating environment
be able to work constructively as part of a team
be able to work under his/her own initiative and have a positive approach to problem solving
display commitment to the protection and safeguarding of children
be professional in their appearance, conduct and time keeping
have a sense of humour and be approachable and patient

Working Hours & Remuneration









36 hours per week across 4 or 5 days during term-time, plus an additional two weeks during the
holidays
A competitive salary will be offered in accordance with experience and qualifications
Membership of Group Life Pension after 3 months: 5% employer contribution subject to 3% personal
contribution
Death in Service Benefit
Personal Accident & Emergency Dental Cover
Access to healthcare helpline and counselling services
Complementary school lunches and refreshments (term-time only)
Discretionary school fee remission

How to Apply
To apply for this position, please submit a Davenies’ Support Staff Application Form with a cover letter for
the attention of the Headmaster, via email: admin@davenies.co.uk or by post.
Deadline for Applications: 10am on Monday 12 April 2021
Interviews: Tuesday 20 April 2021
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School Librarian
Job Description

Duties and Responsibilities
Libraries
















Manage the Libraries in consultation with the Head of English
Liaise with teachers over resources for topics on curriculum
Manage and supervise the pupils appointed as Librarians
Order new books and catalogue them on the library MLS and AR systems
Control the library budget
Issue and control availability of books including overdue books
Run weekly lessons with Pre-Prep classes to choose books and read stories
Ensure good discipline is maintained in the Libraries
Supervise break and lunch times in The Ellis Library
Ensure the Libraries are kept clean and tidy
Create and maintain library displays to promote books and reading
Establish good relations with the pupils, encouraging reading and advising boys on suitable
literature depending on their ability and interests
Assist teachers during library lessons
Develop and run library lessons
Devise and run World Book Day activities in conjunction with Head of English

Accelerated Reader Scheme










Act as administrator for the Accelerated Reader (AR) scheme
Work with the English Department to analyse and advise on pupil reading
Be available during daily breaks and form period to supervise quizzing and choice of books
To assess and provide a range of books in the AR scheme, updating new books constantly
Create and instigate new ideas and competitions to keep boys focused on AR and reading
Advise children on a suitable choice of book depending on their reading interests and abilities
Attend Year 3 & 4 Parents Evening with regard to AR
Work with Learning Support with regard to those boys who need guided reading
Follow boys whose reading needs monitoring and encouraging

The duties set out in this document are not intended to be exhaustive, and staff may be required to carry
out such other duties as the Headmaster may reasonably require from time to time.
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Safeguarding
Child Protection is always a top priority at Davenies. Davenies is committed to providing the best possible
care and education to its pupils and to safeguarding and promoting the welfare of children and young people
whilst offering a supportive working environment to all its members of staff. The School recognises that, in
order to achieve these aims, it is of fundamental importance to attract, recruit and retain staff of the highest
calibre who share this commitment.
Child protection screening applies to all staff appointments within the school, including Enhanced DBS
Certificate, Barred Lists check, and checks against the Teacher and Management Prohibition Lists. For further
information, please read the School’s Child Protection Policy and Recruitment Policy and Procedure which are
available on the School’s website.

Station Road
Beaconsfield
Bucks HP9 1AA
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