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Librarian | Job Description 

Reporting directly to the Head of Libraries, the post holder will be responsible for: 

Duties and Responsibilities : 

• Providing advice and assistance to pupils and staff in
the procedures, systems and use of the school
libraries.

• Organising and managing the day to day running of
the libraries to ensure their effective use by classes,
groups and individuals.

• Supervising students using the library to maintain a
quiet, welcoming and safe environment, conducive
with learning and study.

• Using the Library Management System (currently
ESS Reading Cloud) to issue, return and renew
books.

• Assisting in the selection, ordering, processing and
organisation of resources to ensure an equality of
provision for all pupils and staff.

• Advising teaching staff on the availability, suitability
and use of library resources
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• Maintaining a high level of current awareness
regarding children’s literature and developments in
education and librarianship.

• Training and supervising pupil librarians
• Attending relevant school meetings.
• Contribute to departmental annual report.
• Keeping up to date with school librarianship.

practices; keeping abreast of changes in technology
and sourcing courses to further own development.

Purpose and Scope of the role:

As a member of the Library Services team you will be 
responsible for the acquisition, organisation, 
dissemination and exploitation of resources appropriate 
to the learning needs of the full age and ability range 
within the School. 

• Promoting resources and reader development
through displays and events.

• Liaising with Heads of Faculty to ensure library
resources support changing curricula/courses.

• Assisting in regular review of stock across all Library
sites and updating the library catalogue by weeding
and stocktaking.

• Assisting in the management of the periodicals
collection – including budgeting, selection,
acquisition, organisation and promotion of their use.

• Managing the School’s subscription services and
training pupils and staff in their use.

• Maintaining the Library SharePoint page as part of a
wider strategy to develop the online presence of the
Library Service.

• Compiling book lists and other promotional material
and assisting pupils in the selection of reading
materials, recommending books as appropriate.

• Facilitating a range of activities and clubs within the
library to promote reader development.

• Assisting in the design and implementation of library
induction courses and in the teaching of information
skills when required.

• Assisting in the maintenance of relevant statistics;
monitoring and evaluating the effectiveness of the
service provided by the Libraries and their impact on
teaching and learning



Essential Desirable Method of assessment 

Qualifications • Educated to Degree level in a relevant subject
• An accredited Library and Information

Science qualification
• Certificates and
application form.

Experience 
• Knowledge of library management

systems.
• Previous experience of working in a

library setting
• Previous experience of working in an

educational environment
• Experience of leading information

literacy skills/Library inductions to
pupils

• Experience of using a variety of
databases, e-resources and other
digital technologies

Skills & Abilities 

• Application form,
references and
interview.

 Librarian | Person Specification 
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• Application form,
references and interview

• Knowledge of and interest in Children’s Literature.

• High level of literacy.
• Strong written and verbal communication skills and ability to

communicate to a diverse range of people clearly and effectively.
• Good communication skills and ability to work with both staff and

pupils.
• High level of information literacy.
• Confidence to supervise groups of pupils.
• Self-motivated and able to work independently.
• High level of organisational skills.
• Ability to stay composed under pressure in a busy working environment.
• Strong IT skills including Microsoft Office packages.
• Good communication skills and ability to work with both staff and

pupils.



Applica tion  

Applicat ion is by submission of the Sc hool Application Form and a covering letter.  

Please address your letter to the Principal (no more than two sides), refer to the criteria set out in the Person Specification and outline your vision for the role, 
using Microsoft Word format.  

The Application Form and further details of this post can be found via our school website.

Please complete all sections of our application form, then submit your application and letter via the HR Pro link, by 9.00am, Friday 1st May 2026. 

Please do not submit your CV, even to supplement your application, as this will not be considered.  

We reserve the right to close the application early in the event that a suitable applicant is found before the deadline.

Employment  

Please give us details of your complete work history since leaving school/tertiary education, including current and past employers, job title, dates employed, 
and salary and explain any breaks in employment. You should clearly demonstrate how your experience, knowledge, skills and abilities match those required 
in this role, as detailed in the Person Specification, and provide examples.  

All shortlisting decisions are based on the Essential Criteria in the Person Specification and only candidates who are the closest match to the identified criteria 
will be invited for interview. 
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https://hrpro.isams.cloud/recruit/application/apply.aspx?cid=4541-1AB148C9-833E-4EF3-BC39-9A7F0380FE44&VacancyID=26937-0717464C-E712-4934-9E39-DCDCCA1AC3D8
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