Norwood School – A Performing and Visual Arts College

Post Title  – Librarian

Location – Norwood School
Reporting to – Assistant Headteacher – Sixth Form

Salary – SO1 - £35,223 - £36,417 pro rata

	Working Hours

35 hours per week – 39 weeks per annum (term time only)

.


	Main Duties and Responsibilities

Library Stock

· To catalogue and process new material into the library collection so that it is ready for shelving and maintain appropriate stock registers for books.

· To keep shelving stock and keep the library in good order

· To manage the issuing and returning of the library’s stock, keeping track of loans and chasing those that are overdue and ensuring that accurate records are kept at all times

· To become familiar with all new resources and equipment bought into the library so that help and assistance can be given.

· To act as a responsible budget holder for the planning and management of library resources.

· To monitor, evaluate, review and revise the resources and services provided by the library.


	Resources and Management

· To arrange for the repair of school equipment used in the library and withdraw stock as and when required under the discretion of the Headteacher. 

· To assist in setting up the library area for meetings and classes as and when required

· To liaise with the Facilities Manager and appropriate staff to meet equipment needs requests for whole school activities such as assemblies, meetings and productions.

· To organise and publicise a range of events to promote the value of reading throughout the whole school community.

Leadership

· To assist with the recruitment, selection and training of additional staff helpers in the library area

· To lead and manage any other staff allocated to the library.

· To plan and implement a library development plan in partnership with the Head of Faculty and KS3 Coordinator for English and report on this to the Governors and SLT

· To work with a range of subject teachers and support staff

· To participate in Primary/Secondary school transition activities

· To facilitate the Whole School Literacy Coordinator in the running of literacy interventions

· To develop a culture of reading through regular fun competitions and activities between self, tutor groups and communities


	Curriculum

· To provide support for library users and helping them find the right materials and resources. Taking whole classes.

· To provide support to Sixth Form staff and students regarding research methods, how to use formal citations for reference and general support of the curriculum

· To encourage staff and students to use the library through providing support for a range of library based activities and promotions

· To facilitate the implementation and day to day running of the Accelerated Reader Programme (ARP)

· To facilitate weekly library sessions for KS3 students and homework clubs, provide guidance and assistance to pupils on choosing books and accessing the Accelerated Reader Programme.

· To assist with tasks arising as a result of school projects such as Book Week, Open Evening, Student Inductions and transition days.

· To keep parents informed on a termly basis of their child’s reading development. Liaise with individual parents about specific concerns for students and provide strategies for intervention including 1:1 reading

Students

· To supervise students using the library

· To develop and work with a team of student librarians, supervising their work

· To train and support 6th form students to deliver a one-to-one support programme to KS3 students.

· To support Duke of Edinburgh by providing volunteering opportunities in the library


	General Responsibilities

· To promote the School’s values and ethos in accordance with the School’s Professional Code

·  To identify personal training needs with line manager and work actively to develop professional development

· To support the professional development of colleagues

· To ensure that personal knowledge base is in keeping with the school’s needs at all times, to undertake all duties with due regard for health and safety regulations.

· To understand and comply with the school’s safeguarding policy and procedures

· To comply with all other school policies

· To undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the school.

· To prepare relevant reports for specific audiences.


This job description is not necessarily a comprehensive definition. It will be reviewed annually. Specific duties and responsibilities will be agreed with individuals on appointment.

