[image: A close-up of a logo

Description automatically generated]
	
Job Description

Our whole school is committed to safeguarding and promoting the welfare of children and young adults and expects all staff and volunteers to share this commitment.


	
Post title:

Hours of work:

Remuneration:

Responsible to:

	
School Librarian 

Monday to Friday, Full Time, Term Time plus two weeks during holidays. 

Depending on experience, 

Director of Studies

	
Purpose of the role
	
The management, development, promotion and evaluation of an effective learning resource and information service which supports learning and teaching across the school. 


	
Main Responsibilities:
	
Library Management:

· Manage and maintain the school library's collection, ensuring it is up-to-date, well-organized, and diverse to meet the needs of students and faculty.
· Oversee the cataloguing, classification, and shelving of books, periodicals, and other resources.

Library Administration:

· Manage the library budget in accordance with school procedures and principles of best value., ordering new materials, and tracking expenditures.
· Maintain accurate records of library materials, circulation, and overdue items.
· Implement library policies and procedures and ensure the library operates efficiently.

Planning and Development

· Organising and managing the Library, ensuring its effective use by classes, groups and individuals. 
· Creating and implementing a policy for the Library which incorporates the educational aims and objectives of the school, and complies with data protection, copyright, health and safety legislation and the school's disciplinary code.  
· Taking responsibility for and managing the Library budget, including the preparation of budget bids and estimates.  
· Contributing to curriculum and policy development by liaising with all departments through attendance at Head of Department, ICT and whole school meetings, in addition to liaison with individual members of the teaching and learning support staff.  
· Selecting, acquiring, organising and promoting Library resources and ICT to support teaching and learning throughout the school.  
· Ensuring equality of access for all pupils and staff to high quality learning resources. 
· Training, supervising and managing library staff, undertaking staff appraisals and inducting new staff as appropriate.  
· Recruiting pupil library assistants, supervising and training them and rewarding their achievements. 
· Monitoring and evaluating the effectiveness of the service provided by the Library and its impact on teaching and learning. 
· Supervising pupils using the Library for independent study and maintaining a welcoming, supportive atmosphere conducive to positive learning experiences. 

Support for staff and students 

· Supporting and advising staff and pupils in the selection and use of information resources to support their curricular and leisure needs. 
· Planning and delivering a programme to support the development and teaching of information literacy and learning skills in partnership with teaching staff, and reinforcing these skills where appropriate.  
· Promoting reading and the enjoyment of reading in all its forms.  
· Promoting and publicising the services provided by the Library to the whole school community.  
· Exploiting every opportunity for own professional development, sharing INSET opportunities with colleagues and other librarians, as well as maintaining a comprehensive awareness of current developments in information and library management, education and children's literature.  
· Developing and maintaining links with other libraries and relevant organisations (e.g. SLS, county education advisers, public library service, universities and colleges and museums). 
· To provide support to teaching staff in the creation of classroom resources, to include reprographics where necessary.
· Organise and run after school clubs on two days each week

The School Librarian is expected to be:  

· a partner with teaching staff in the education process 
· a partner in supporting individual students’ needs 
· an acknowledged expert in resource and information provision and management 
· a leader and partner with teaching staff in the collaborative design and implementation of information literacy programmes throughout the school 
· a leader in creating and developing a climate to promote and support reading for pleasure across the school 
· an acknowledged partner with all departments to effectively support and resource each key stage 
· a partner in out of hours learning 
· able to provide support to teaching staff in the creation of classroom resources, to include reprographics where necessary 

This list is not intended to be exhaustive.


	Person Specification

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	
	Essential
	Desirable
	Method of 
assessment

	
Qualifications:
	
· A degree in Librarianship accredited by CILIP ( Chartered Institute of Library and Information Professionals or a related field. 

	
	
· Production of the Applicant’s certificates



	
Experience:
	
· Relevant experience working in a school library or similar setting.

· Proficiency in information literacy instruction, including research skills and citation methods.
	
	
· Contents of the Application Form

· Interview

· Professional references


	
Knowledge and Understanding:
	
· Knowledge of library management systems and digital resources.

· Technologically savvy with the ability to manage digital resources

· Strong organizational and administrative skills to manage library operations effectively.

· Ability to prioritise and work on own initiative or under pressure

· Excellent communication and interpersonal skills to work with students, faculty, and parents.

	
	
· Contents of the Application Form

· Interview

· Professional references

	
Personal competencies and qualities:
	
· Smart, presentable and remain  Calmness under pressure  

· Respected decision maker with  Integrity 

· Committed to ensuring high standards with flexible approach and Self-motivated

· Commitment to creating an inclusive and welcoming library environment for all members of the school community.

· Commitment to St Edward’s guiding principles


	

	
· Contents of the Application Form

· Interview

· Professional references
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