BARKING ABBEY SCHOOL

A Specialist Sports College

                                                                           [image: image1.png]



JOB DESCRIPTION 
	Job Title
	Librarian

	Grade
	Scale 4

	Department
	ILRC

	Location
	Sandringham Campus

	Line Manager
	Administration and Support Learning Manager

	Line Management of
	N/A


PURPOSE OF THE ROLE
The Librarian will be responsible for assisting in the provision of a library service to staff and students.
The following indicate some of the principal tasks and responsibilities:

MAIN DUTIES AND RESPONSIBILITIES 

· To develop an innovative library community which is integrated into the life of the school and meets the needs of young people in the 21st century.

· To produce an annual development plan and a three year strategic vision for the library.

· To actively raise the profile of reading across the school. 

· To manage and develop an important, stimulating and creative learning environment used by the whole school community.
· To provide a stimulating and welcoming independent learning and reading environment for staff and students.
· To provide an environment suitable for group and independent research.
· To help develop independent learners and readers for life.
· To organise a range of reading events across the school year e.g. book fairs, clubs, competitions, author visits. 

· To take a lead role in developing a range of reading interventions and peer reading programmes. 
· To help develop students’ information literacy.

· To ensure all users receive a timely and appropriate induction to library and learning resources and facilities. 
· To work with all subject departments in encouraging, initiating and developing students’ reading and wider literacy skill development.
· To work alongside subjects in encouraging and developing students to become independent learners.
· To liaise with the school librarian based at Longbridge Campus in sharing and developing new practice.
· To develop effective partnerships with other librarians within and beyond the LA as well as relevant organisations e.g. National Literacy Trust. 
STUDENTS
· To help students and staff find relevant resource materials.

· To be responsible for the supervision and discipline of students at key times during the school day. 
· To oversee private student time in the library Monday to Friday between 8.00am to 8.30am and 2.40pm to 4.00pm.

· To oversee and coordinate the work of the student Library Ambassador team. 

· To contribute to the range of extra-curricular activities by engaging in initiatives which add value and enhance the quality of learning experience. 

· To be a tutor at Sandringham Campus. 

· To manage student behaviour in the library to ensure high standards are maintained in line with the school’s Behaviour for Learning policy. 

· To support the teaching of regular lessons to students on reading, subject specific vocabulary development and research.
General Operational Duties

· To maintain service levels through regular monitoring of standards through the process of self-evaluation, stakeholder feedback and market research.
· To contribute effectively to the whole school by making regular contributions to school bulletin, newsletters, website and Twitter. 

· To ensure that regular audits and reviews are undertaken of existing resources to ensure the library is effectively meeting the needs of its diverse cohorts e.g. EAL learners, SEND. 

· To regularly maintain the visual displays within the library ensuring that it is a stimulating and inspirational learning environment. 
The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other appropriate duties as may be required by the Head Teacher within the grading level of the post and the competence of the post holder.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

	Employee’s Signature


	
	Date
	

	Line Manager’s Job Title


	
	Date
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PERSON SPECIFICATION

	Knowledge & Skills
	Criteria
	Essential

Essential
	Desirable

Desirable
	Assessment Method

Application A
Interview I
Task T

	
	
	
	
	A
	I
	T

	
	An understanding of the value of libraries within the school environment.
	
	(
	(
	(
	

	
	Ability to establish positive relationships with students, including those with SEND. 
	(
	
	(
	
	(

	
	Knowledge of children’s literature especially current trends. 
	(
	
	(
	(
	

	
	Good financial skills in order to create and maintain spread sheets.
	
	(
	(
	
	

	
	Excellent computer literacy, including good knowledge of Microsoft Word, Excel, Email, Internet and Databases.
	(
	
	(
	
	(

	
	The ability to communicate effectively at all levels, both verbally and in writing.
	(
	
	(
	(
	

	
	Good interpersonal and organisational skills.
	(
	
	(
	
	

	
	Knowledge in the use of office machinery.
	(
	
	(
	
	

	
	Ability to work under pressure and to meet deadlines.
	(
	
	(
	(
	

	
	Ability to demonstrate a commitment to equal opportunities. 
	(
	
	(
	(
	

	
	Knowledge of routine office procedures and systems.
	(
	
	(
	(
	

	Qualifications
	Level 3 qualification.
	(
	
	(
	
	

	
	Degree or Postgraduate qualification in Librarianship or Information Management.
	
	(
	(
	
	

	
	GCSEs in English and Maths.
	(
	
	(
	
	

	
	Chartered Member of CLIP. 
	
	(
	(
	
	

	
	First Aid Certificate or working towards it. 
	
	(
	(
	
	

	Experience
	Experience of working within a school environment.
	
	(
	(
	(
	

	
	Experience of working within a library.
	(
	
	(
	
	(

	
	Ability to provide attention to detail.
	(
	
	(
	
	

	
	Ability to use own initiative and work as part of a team or independently without constant supervision.
	(
	
	(
	
	

	
	Ability to provide mentoring to students and develop their information literacy.
	(
	
	(
	(
	

	
	Ability to provide comprehensive reports.
	
	(
	(
	
	

	Attitude & Personal Qualities
	Ability to adapt and respond to a variety of situations.
	(
	
	(
	
	

	
	Helpful and positive attitude in a busy environment. 
	(
	
	(
	(
	

	
	Ability to learn quickly.
	(
	
	
	(
	

	
	Honesty and Integrity.
	(
	
	
	(
	

	
	Understanding the need to use discretion and respect confidentiality.
	(
	
	
	(
	

	
	Possess a sense of humour, sensitivity, tact and diplomacy.
	(
	
	
	(
	

	
	Commitment to safeguarding and promoting the welfare of children and young people
	(
	
	
	(
	

	
	Understanding of the requirements of data protection and disclosure of information.
	(
	
	(
	(
	

	
	Ability to demonstrate an awareness of equality and diversity and to promote these through working practices.
	(
	
	(
	(
	

	
	Willingness to attend evening meetings as and when the need arises.
	(
	
	(
	(
	

	
	Ability to work flexibly and outside of normal school hours.
	
	(
	(
	
	

	
	Current driving licence and car for travel and transport between both school sites. 
	
	(
	
	(
	


Barking Abbey is committed to safeguarding and promoting the welfare of children and is an Equal Opportunities Employer.

This post is exempt from the Rehabilitation of Offenders Act 1974 and a comprehensive screening process, including a Disclosure & Barring check, will be undertaken on all successful applicants.
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