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	JOB DESCRIPTION
	School Librarian


Job title:                          

	[bookmark: _heading=h.gjdgxs]Heads of Studies


Responsible to:

Child Protection and Safeguarding 
At Oak House School child protection and safeguarding is everyone’s responsibility and all members of staff must be fully aware of and complete their obligations.
Child Protection is everything that we do in school to keep our children, staff, and school community safe and to protect their wellbeing. This includes:
· “protecting children from maltreatment
· preventing impairment of children’s health and development
· ensuring that children grow up in circumstances consistent with the provision of safe and effective care and
· taking action to enable all children to have the best outcomes” (Gov.UK 2014)
Job Summary

	The core purpose of the librarian is to provide the leadership and expertise necessary to ensure that the school library program is aligned with the mission, goals, and objectives of the school and is an integral component of the learning/instructional program in order to offer students the encouragement they need to thrive at Oak House School. Our team works to enable all students to learn effectively as well as providing support for the academic and pastoral needs of all students, supporting the mission and values of OHS at all times. 



Main tasks and responsibilities
· To make the school libraries a place where reading, learning and knowledge are a joyful experience
· To allocate the annual budget to make best purchasing decisions across the school

Secondary/IB/Bach Responsibilities
· Information Literacy Instruction - teach students how to locate, evaluate, and use information effectively and efficiently, including artificial intelligence. Additionally, collaborate with teachers to integrate library resources into the curriculum and support classroom instruction.  Examples include but are not limited to training for ESO/IB/Bach related to research, citations, AI, and copyright free material.
· Library Management - organise and maintain the library's collection, including cataloging, labeling, covering, shelving, and organising the physical space.
· Create/maintain a collaborative, inviting, 21st century learning environment as budget allows
· Literacy Promotion - encourage a love of reading through book talks, book clubs, and other literacy activities.
· Co-sponsor of weekly writing club
· Co-sponsor of book club
· Technology Integration - assist students and staff with the use of technology and digital tools for research and learning. Including software installation and instructions (for example, Zotero, etc.), working 1:1 with students and staff to learn new resources, training, etc.
· Student Support - provide 1:1 guidance/support to students in their research and reading activities.
· Library Programs and Events - plan and manage events such as author visits, book fairs, maker space/craft activities, including but not limited to:
· Sant Jordi events for secondary
· Whole school book fairs (twice a year)
· Monthly book clubs
· Weekly writing clubs
· Misc. library clubs (student led, but supported by the library)
· Library monitors (student leadership positions in secondary library)
· Family Day Book Sale
· Collection Development - research, select, and acquire books, digital resources, and other materials that support OHS curriculum and student interests.  This includes staying current with periodicals like School Library Journal, professional learning networks, etc. to gauge appropriateness and popularity of books/resources with students.
· Professional Development - stay current with trends in librarianship and education through ongoing professional development. 
· Donated books - Handles reception/acquisition /weeding of donated books from the community.
· Communication - Provide communication to the Oak House community regarding the library and its services
· Reporting - provide monthly reports to the Heads of Studies, Headteacher and Governors on library/resource usage, along with annual reports to the headteacher and head of secondary.

Digital Support
Each of these resources need to be reviewed/updated on a termly basis:
· Digital Library for all students/staff
· EE website for students
· TR website for students
· ESO research website for students
· Primary Digital Resources (for primary students and staff)
· AI Hub for Staff
· EE Supervisor Website
· IB Core Kiosk (for students and parents; not used yet)



EYFS & Primary Support
· Host and plan weekly library clubs for Y6 and Y7 students
· Partner with Y7 English teachers to provide library lessons for Y7 students (genres, black-out poetry creation, book hunts, etc. are some examples)
· Allow Y7 students to check out books that are age appropriate in the secondary library
· Provide book recommendations for each year, EYFS - Primary, to purchase with the proceeds from the book fairs
· Collection development for EYFS - Primary, including ordering, cataloging, and covering new books, as well as advising EYFS and Primary staff on book choices for students, when asked.
· Manage and update the whole school digital library
· Design new interfaces for Primary and Secondary students each year and for seasonal events or as requested by staff
· Train students and staff (starting in primary) on how to use the Digital Library in addition to liaising with IT each year to update the student and staff lists.

Person Specification 
Education and Experience - Minimum Requirements: 
· Relevant bachelor’s degree or teaching degree, Librarian certification and classroom teacher certification required;  
· Recent librarian experience in a comparable school;  
· Knowledge and experience of IB programmes an advantage;  
· Excellent communication skills in English; 
· Library specific IT competence and experience required; 
· Must be able to perform physical activities such as, but not limited to, lifting, bending, standing, climbing or walking in order to carry out the role as librarian.
Skills for the Role:
· To be approachable, empathetic and patient with children.
· To be able to work as part of a team.
· To give clear instructions to children and be organised in classroom management.
· To be flexible, friendly, and cooperative when working with colleagues.
· Excellent, emotionally intelligent communication with parents and resolve any issues quickly and professionally.
· Excellent communication skills












At Oak House School we have high expectations in relation the behaviour and academic/enriched achievements for all of our students. Our vision is that every child will achieve more than they dreamed possible, in a happy and inclusive environment where everyone is supported and encouraged to excel.
Our whole community shares a common understanding of the personal qualities and values which we hope all of our students will demonstrate and uphold.
Honesty 
Integrity
Self-respect 
Self- confidence
Empathy 
Respect for others
Social Responsibility





Signed: 		………………………………....………………….…………………………………………………………………………      

Name (Print):	………………………………………………………………………………………………………………………………

Date: 		….………………….……………………………………………………………………………………………………….








Signed: 	………………………………....………………….…………………………………………………………      


Full Name: 	………………………………………………………………………………………………………………..


Date:	 	….………………….………………………………


All  work  responsibilities  and  tasks  are  subject  to  having  performance  goals  and/or  targets  established  as  part  of  the annual  performance  planning process  or  as the result  of organisational planning.The  above details are not exhaustive and  the  postholder  may  be  required  to  undertake  tasks,  roles  and  responsibilities  as  may  reasonably  be  assigned  to him/her by the Senior Leadership Team. The  job  description  may  be  reviewed  at  any  time  via  consultation  between  the  governing  body and/or  Senior Leadership  Team  representatives  and  the  postholder  as  may  be  necessary  and  appropriate  to  the  needs  of  the school. Leadership roles/responsibilities are not permanent and are subject to renewal each year.
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