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	JOB DESCRIPTION

	SCHOOL
	FORGE VALLEY SCHOOL

	POST TITLE
	LIBRARY RESOURCE MANAGER

	GRADE
	5

	RESPONSIBLE TO
	ASSISTANT HEADTEACHER – TEACHING & LEARNING 

	RESPONSIBLE FOR
	NOT APPLICABLE

	HOLIDAY AND SICKNESS COVER
	

	PURPOSE OF JOB
	The Librarian’s role is key to the school’s continuous improvement since it provides the professional leadership, coordination and management, essential to ensure that an effective learning resources and information service is provided for all students and staff. The Librarian will play a central role initiating, developing, implementing, monitoring and reviewing aspects of the library and learning resources policy to support students’ learning and achievement. The Librarian will work closely with Heads of Department, Heads of Year, Learning Support, and other teaching and support staff teams in planning the school’s library and learning resources strategy, to facilitate flexible/independent learning to meet the school’s educational vision.

	RELEVANT QUALIFICATIONS
	· GOOD LITERACY/NUMERACY SKILLS

· FIRST AID TRAINING/TRAINING AS APPROPRIATE


The postholder must at all times carry out his/her duties and responsibilities within the spirit of Forge Valley School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

MAIN DUTIES AND RESPONSIBILITIES

	· To produce long-term strategic plans and an annual library resources development plan. 

· To plan and oversee the organisation and management of the library’s resources.

· Management of the school’s computerised library system

· Financial management of the allocated budget and income generation to support specific library projects 

· Selection, acquisition, promotion and maintenance of library books and other learning resources

· Enhancing the appearance and environment of the library for study and leisure reading

· Liaison with external services (e.g. public library/museums/galleries etc)

· To promote positive attitudes towards and active use of the library by all pupils and staff and so encourage reading and pupils to become more independent and flexible learners

· In consultation with the ICT and Learning Support teams, extend the access to and use of resources within the library.
· Responsibility to the Assistant Headteacher i/c of Teaching and Learning regarding curriculum support.

· Responsibility for the strategic development of all the school’s library resources. 

· Responsibility for overseeing the general organisation and day-to-day management of the library.

· Responsibility, in consultation with the Literacy Co-ordinator, SENCO, Heads of Department and Heads of Year, for developing coherent library teaching programmes that focus on enhancing students’ reading, research and information-handling skills.

· Responsibility for liaising with suppliers and other staff both within and beyond the school.

· Responsibility for developing library skills programmes



	

	


Any other duties and responsibilities appropriate to the grade and role

All the above duties and responsibilities to be carried out in accordance with Forge Valley School Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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Person Specification for post of:

Library Resource Manager
	Minimum Essential
	Method of Assessment

	Skills /Knowledge
	

	Understanding of relevant policies/codes of practice and awareness of relevant legislation
	Application Form, Interview



	A basic understanding of data protection and copyright regulations.
	Application Form, Interview



	Be a confident communicator and show evidence of excellent customer service 
	Interview

	Ability to self-evaluate learning needs and actively seek learning opportunities


	Interview

	Ability to relate well to children and adults


	Interview

	Effective use of ICT to support learning
	Interview



	Has speaking and listening skills to extend language in discussion


	Interview

	Can manage the behaviour of pupils in a reasonable manner


	Application Form, Interview

	Has a caring positive attitude towards pupils welfare


	Interview

	Good organisational skills
	

	Has an awareness of pupils with special educational needs
	interview

	Can maintain trust and confidentiality where appropriate


	Interview

	Can complete and maintain pupils records
	Interview

	Experience, qualifications, and training (if any)


	

	Have at least two years' post-qualification library experience in an academic / legal library or information service
	Application Form

	Previous related experience (minimum 2 years) eg working in a school/college/HE or public library. 
	Application Form

	First aid training as appropriate


	Application Form

	Experience working with or caring for children of relevant age


	Application Form, Interview

	Good numeracy/literacy skills
	Application Form, Interview

	Work related circumstances


	

	Can allocate some contractual time to after school staff meetings when appropriate


	Application Form, Interview

	Can allocate some contractual time to the whole of, or part of, staff training days when appropriate


	Application Form, Interview

	Can maintain personal presentation that sets high standards for the pupils


	Application Form, Interview

	Can work within the spirit of Forge Valley School Policies to do with Equal opportunities, Safeguarding, Health & Safety, Finance etc.
	Application Form, Interview
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