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Library and Resources Assistant 
Dear Sir / Madam,

Thank you for your interest in our Library and Resources Assistant vacancy. I do hope that the information within this pack is sufficient. 

The Market Bosworth School is very proud of its students and staff. We have excellent academic standards and work hard to create a safe and enjoyable learning environment for all. In both May 2012 and July 2009 we were rated as an “Outstanding” school by Ofsted. This is an exciting time for The Market Bosworth School as we build on our fantastic GCSE successes of 2016 and 2017, where in both years over 80% of students achieved  A* to C passes in English and Maths. 

This is a crucial role for the school, it offers the successful candidate the perfect opportunity to become involved in the enriched learning of young people. The ability to work as a team and learn new skills is more important than specific previous experience.

We are ideally placed for commuting from a wide area, being situated about twenty minutes from Leicester in the rural and picturesque village of Market Bosworth. Whilst the majority of our staff live within Leicestershire, we have a number who commute daily from Warwickshire, Derbyshire, and Staffordshire.

The closing date for applications is 9.00am on Friday 15th December; interviews will take place on Monday 18th December. 
We welcome and encourage visitors to the school. Please feel free to contact Katie Constable on 01455 290251 for an informal tour, or more information should you wish.

I would be grateful if applications could be addressed to me. In addition to the application form, please include a covering letter that outlines why you would make a good candidate for this role. Applications via email are also welcome at office@tmbs.leics.sch.uk
Thank you

[image: image2.jpg]@78| The Market Bosworth School
Q.& An Outstanding Leicestershire Academy




Stuart Wilson

Principal

Thank you for your application; I do appreciate the time and effort taken.
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Job Description
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The Library is a crucial area for the school, meeting the needs of a diverse range of users. On a daily basis it offers a quiet study space, provides a wide range of books and resources and delivers reprographics services. There are two Library and resources assistants, both part time. This vacancy will make up one of these two posts, and will be for 3 days (Monday, Tuesday, Wednesday). 
The successful candidate will become a member our wider school support team, being enthusiastic and proactive whilst providing an excellent customer service experience to library users at all times. The successful candidate should have an interest in literature and get involved with the students’ reading, helping them engage with different materials. Whilst full training on our specific systems will be given where needed, it is important that the successful candidate is able to use their own initiative, managing the library on a day to day basis, keeping it well organised and up to date with new resources. There will be daily contact with a wide range of staff, students and visitors and it is important that the successful candidate has the confidence and ability to meet their various needs. 
Daily tasks may include:

· Issuing books to staff and students

· Supporting students with their book choices / study

· Issuing chromebooks (with the support of the IT department)
· Ensuring the Library is tidy and welcoming

· Introducing the Library to new Year 7 students.
· Providing copying and reprographics services to staff / departments

· Choosing new books / stock for the Library

· Managing students within the Library at break and lunch
 “Students are enthusiastic about their learning and their behaviour is outstanding. Their engagement is high in lessons and they show courtesy and respect to each other. They feel outstandingly safe in the academy.” Ofsted 2012
School Overview 

The Market Bosworth School is a fantastic place for students to learn and an inspirational school to work within. 

In the last four years we have received two outstanding OFSTED reports. Our most recent Outstanding report was in May 2012, during a rigorous inspection, where we achieved the top grade in all aspects of the report. 

Whilst our academic results have always been fantastic, it is our commitment to the wider curriculum and personal development that we are most proud of. 

In 2014, the School converted from an 11-14 to 11-16 school. Currently, we have 816 students aged 11-16. The schools intake is made up of almost 30 feeder primary schools. Seven of which are officially our catchment area; the remainder are schools that send from 1 to 50 students each year. The villages that feed into the school are mixed in nature; from larger villages such as Newbold Verdon and Barlestone, to smaller communities such as Congerstone and Sheepy Magna. 

The school has broad aims and values which emphasize the following: 

· To provide an environment where students can enjoy learning in safety and with confidence. 

· To promote the values of tolerance, sensitivity and respect. 

· To provide a broad, balanced, coherent, relevant and differentiated curriculum to all students. 

· To allow all students to realise their full potential, meeting their lifelong needs. 

· To encourage students to value their own achievements and those of others. 
· To ensure all members of our school community take full responsibility for their own actions. 

· To provide a caring, disciplined, enjoyable and stimulating environment where effort, achievement and success are recognised and rewarded. 

· To ensure all members of our school community make a full contribution to the life of the school. 

· To encourage and support the professional development of all staff. 

· To work in partnership with parents, primary schools and the wider community. 

The school has a Vision, Mission Statement and set of Strategic Aims that support these values. They form the basis of our annual School Improvement Plan and the SEF where necessary. We place great emphasis upon developing the whole person through the breadth, balance, and range of our curricular and extra-curricular experiences.

“The school is highly valued by the local community and its popularity is reflected in the high proportion of students who attend from outside the school's catchment area. One parent, typifying the views of many others who responded to the parental questionnaire, wrote, ‘The school has children at the heart of all it does.”  Ofsted 2009 

Job description – Library and Resources Assistant 
	Job Title:
	Library and Resources Assistant  

	Pay:
	Pay grade 7. The exact hours will be confirmed with the successful applicant. Generally, they would be: 21 hours per week (term time) + 1 week for teacher training days. Provisional hours will be 8.00am to 4.00pm – Monday to Wednesday. Approximate pay based on these hours would be £8,943.

	Responsible To:
	Business Manager 

	Responsible For:
	Supporting the learning of students throughout the school by providing a highly functioning Library / reprographics service.

	Key Relationships/

Liaison with:


	Students, Teachers, Other classroom support staff, Business Manager, Leadership team.


	Main tasks:


	To manage and organise the School Library including:
· Providing a welcoming, calm, working environment for students. 

· Managing loans of books and other resources (printed and electronic)

· Undertaking a range of reprographics.

· Using and maintaining the Library database.
· Overseeing and managing the library and resources budget.
· Promoting Library use and reading to all students.
· Managing student use of the Library.

· Liaising with the English department to improve Literacy.



	SPECIFIC DUTIES AND RESPONSIBILITIES:

	1.  


	Provide a viable, relevant service meeting the needs of teachers, students, governors and the whole school community

	2.
	Carry out library routines including issue, return, renewal and reservation of resources, managing overdue books, shelving resources and keeping them in order and in good repair; and routines concerned with the receipt and return of resources borrowed from elsewhere e.g. Library Services for Education. 

	3.
	To help prepare, monitor and maintain a safe and secure learning environment. To assist in the creation and maintenance of curriculum resources, and creation of visual displays in order to ensure a relevant physical learning environment.

	4.
	To contribute to the preparation of a range of resources. To support the staff in their role of delivering high quality teaching and learning to all students.

	5.
	Supporting the learning and teaching needs of students and staff through the provision and effective organisation of resources, including the selection and purchase of stock and cataloguing to ensure ease of access wherever resources might be sited within the school; and manage stock to meet the educational and personal development needs of all pupils whatever their ability or special needs ensuring equal opportunity.

	6.
	Attend and benefit from appropriate external meetings and training opportunities. 

	7.
	Liaise with outside agencies as relevant and as required, including Library Services for Education and Leicestershire Library Services, user groups and feeder schools.

	8.
	To contribute to the development and review of relevant policies (e.g. Behaviour Management, Data protection, Literacy etc).

	9.
	Organise and run activity sessions every student lunch time.

	10.
	Induct all new Year 7s explaining the purpose of the library and how it is run. 

	11.
	To promote positive behaviour and relationships, using effective strategies in a timely manner, in accordance with school policy. 

	12.
	To develop positive relationships with colleagues, providing consistent and effective support and working constructively as a member of the school staff team. 

	13.
	Provide printing for the school and order paper stocks and all consumables.

	14.
	Estimate annual department allowances for reprographics. Input reprographics data into spreadsheet provided by finance department. Notify HODs of balance.

	15.
	To effectively manage instances of poor behaviour and any other immediate issues or emergencies that arise in accordance with school/college policy.

	16.
	The postholder may at any point be asked to be to provide additional duties or undertake other tasks as directed by their line manager.


This post is subject to a check being carried out at an Enhanced level by the Criminal Records

Bureau regarding any previous criminal record.

The job description sets out duties of the post when it is drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  It is vital to the ethos of the school that the post holder is flexible in taking on additional tasks, willing to offer help, and treats co-operation and support for colleagues as a top priority.

Personnel Specification – Library and Resources Assistant 
	
	Essential
	Desirable
	How assessed

	Qualifications

· Good academic qualifications in Maths/numeracy and English/literacy
· Other suitable/relevant qualifications
· Knowledge / experience of a vocation that could support this role

	(

	(
(

	App/Doc

App/Doc

	Experience

· Experience of supporting planning, evaluation and delivery of learning activities for children and young people in a formal setting.

· Comfortable working with students aged 11-16 

	(
	(

	App/Int/ Ref



	Knowledge

· Knowledge of child protection, health and safety procedures and their application in a school/college setting.

· Awareness of a range of frameworks that support the education, development and well-being of children.
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	Skills/Attributes
· Ability and willingness to undertake professional development.
· Good interpersonal skills.

· Empathy with children and young people.

· Ability to effectively manage student behaviour in accordance with school/college policy and procedure.

· Ability to work effectively as part of a team.
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	General Circumstances

· Attendance - evidence of regular attendance at work.

· An understanding of, and commitment to, Equal Opportunities, and the ability to apply this to strategic work and day-to-day situations.
	(
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	Factors not already covered

Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Disability Discrimination Act 1995.
	(

	
	Med


App = Application Form

Test = Test

Int = Interview

Pre = Presentation

Med = Medical Questionnaire

Doc = Documentary Evidence (E.g., Certificates) 
Advert and application details:

Closing date: Friday 15th December, 9am
Interviews to take place: Monday 18th December   

Please complete an application form and send this, together with a covering letter to: 

Stuart Wilson, Principal, 

The Market Bosworth School,

Station Road, Market Bosworth, 

Leicestershire. CV13 0JT 

Applications are also possible via email to office@tmbs.leics.sch.uk
Assistant Principals: Sarah Wallace, John Slattery, Claire Flannery  School Business Manager: Bianca Farrell 

Station Road   Market Bosworth   Warwickshire   CV13 0JT

Tele: 01455 290251  Fax: 01455 292662  Email: office@tmbs.leics.sch.uk  Website: www.tmbs.leics.sch.uk 


