COLTON HILLS COMMUNITY SCHOOL
JOB DESCRIPTION

Post Title:
School Librarian
Salary:
Grade 5 pt 12 - 16 (£27,803 - £31,364) pro rata hours worked
37 Hours per week – (Term Time Only)
Mon – Thurs 8.00 am – 4.00 pm 

Friday – 8.00 am – 3.30 pm 
Responsible to:                  Curriculum Leader of English
MANAGEMENT OF THE LIBRARY & INFORMATION CENTRE
· Liaising with Heads of Department in the selection of materials for the LIC

· Ordering, controlling and maintain stock in the LIC

· Liaising with Education Library Service for the loan of resources for whole school use.

· Attendance at meetings of Wolverhampton Secondary Schools Librarians Network Group, and contributions to school newsletter
· Liaising with teaching staff for curriculum support development including   selection of resources, exhibitions and study skills.
· Financial management   of the   LIC budget   with shared   responsibility   for provision of resources applicable to school curriculum needs, range of fiction and books of general interest as reflecting ability of pupils
· Responsibility of the administration work of the LIC
· Responsibility of the administration of the Accelerated Reader programme
· Responsibility for the Eclipse Library system for cataloguing resources and recording of loans and monitoring usage
· Analysing lending records to further promote reading, especially to reluctant readers 
· Arranging and organising all items on shelves

PUPIL SUPERVISION AND SUPPORT
· Supervision of pupils at breakfast club, dinner time, after school and throughout   the school day, providing resources, assistance with gathering information and ICT work in the LIC.

· Responsibility for the induction programme for Year 7 and staff in the LIC and the promotion of the LIC at open evenings

· Take responsibility for training student librarians

· Supervision of the use of the LIC by pupils with their teacher and individual pupils

· Involvement with primary school classes

· Promotion of Accelerated Reader and analysis of relevant data to support the Literacy Team Agenda 
CURRICULUM DEVELOPMENT
· Responsibility for display work in the library and elsewhere when applicable.

· Co-ordination and/or assistance with initiatives towards the promotion of literacy/Numeracy such as Accelerated Reader. 

· Develop a complete student support centre by liaising with teaching staff to produce relevant, accessible and differentiated learning resources.   Creating study link packs for information relating to LIC

· Responsibility to assist with the School's Development Policy when it applies to the LIC
· Liaising with the Wolverhampton’s Children’s Book Group to promote reading 
OTHER
· Be aware of and comply with policies and procedures in relation to child protection, health and safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and support differences and ensure equal opportunities for all.

· Contribute to the overall ethos/work/aims of the school. 

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities   and performance   development as required.

· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.

· To continue personal development as agreed.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task may not be identified.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
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 shown, but in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
COLTON HILLS COMMUNITY SCHOOL
PERSON SPECIFICATION
Post Designation: 
School Librarian
Job Purpose and Role:
To be responsible for the day-to-day management, delivery and development of a library and information service to Colton Hills Community School.  To ensure the effective administration of all LIC duties and clerical procedures, working within the Council's Equal Opportunities and Health and Safety Policies.
	FACTORS
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED
	

	Qualifications
	Appropriate library
qualification or relevant experience and excellent literacy skills 

	Professionally qualified librarian
	Application form
	

	Training
	ICT
	Staff management
Staff development
	Application form I Interview
	

	Experience
	Working in a library
Stock management
	Project management
Groupwork
Supervising staff
	Application
form I
Interview
	

	Special knowledge/ skills
	Children's literature Knowledge of the education system
	Report writing
Presentation skills
	Application
form I
Interview
	

	Personal qualities
	Well organised and logical
approach to work Confident problem solver Team worker
Good communicator
Excellent interpersonal skills Flexible
	Motivation skills
Innovative
Creative
	Interview
	

	Interests and motivation
	Children and their development through reading

Children's literature
Reading
Education
	Involvement with
children's and/or educational organisations
	Application
form I
Interview
	

	Commitment
	Delivering high quality
services to children and teaching staff
	
	Application
form I
Interview
	


SEJ/2008
