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Job Description – School Librarian

Salary –  SCP19-SCP22 

Hours – 36.5 hours per week, Term Time Only 

Responsible To:	Business Manager

Key Function:	To manage, develop and promote the Library with the school and ensure than an effective resource and information service, including appropriate guidance, is provided to pupils and staff

Main Duties:

1. Manage the school’s Library and associate information services, within guidelines agreed with the Senior Leadership Team.

2. Select, in conjunction with members of the teaching staff, and acquire stock for curricula and recreational purposes.

3. Contribute to curriculum development through attendance at management team, faculty/departmental discussions and close liaison with individual teachers.

4. Draw up and implement a policy for the Library which reflects the education aims and objectives of King Edward VI Five Ways School and to monitor the effectiveness of the policy on a regular basis.

5. Work as part of the team of Learning Support Staff – sharing best practice and contributing to the life of the school.

6. Promote and foster the appropriate use of online resources in conjunction with the IT department.

7. Be responsible for the display areas within the Library, ensuring that the area is an attractive, stimulating space conducive to work.

8. Assist subjects with display areas in other parts of the school as time permits.

9. Advise pupils on the use of Library resources and encourage the development of information retrieval/handling skills.

10. Manage the Library budget.

11. Be responsible for the day-to-day management of the Library stock including clerical routines connected with the ordering and receipt of new materials, book repairs and the shelving and shelf-tidying of books and other materials.

12. Compile indexes, bibliographical information and resources packs for use by pupils and staff.

13. Maintain the Heritage library software/catalogue.

14. Carry out routine administration related to issues, returns, overdue notices etc.

15. Implement and operate anti-theft procedures.

16. Liaise with senior staff over the appointment and management of pupil librarians and library prefects.

17. Exercise general supervision and control of pupils when they are using the Library.

18. Attend and participate in training and staff development programmes in compliance with the school’s CPD policy.

19. Attend and participate in staff meetings, management meetings and other decision making/review groups appropriate to the role.

20. Take on any other reasonable duties requested by the Senior Leadership Team.



This school is committed to safeguarding and promoting the welfare of children and expect all staff to share this commitment. The successful candidates will be subject to all necessary pre-employment checks, including an enhanced DBS, references, medical fitness and right to work. 


Person Specification

Librarian

	
	
	Desirable/Essential

	Knowledge
	GCSE Maths and English
	E

	
	Educated to degree level or equivalent
	D

	
	CILIP Qualification
	D

	
	Previous experience of working with or supporting
young people
	D

	
	Knowledge of Safeguarding procedures
	E

	
	Knowledge of policies, procedures and practices for 
library management.
	D

	
	Awareness of the importance of data protection & 
confidentiality
	E

	
	Interest and Knowledge of young people’s literature
	E

	Experience
	Experience of supporting student achievement, 
social, emotional development and wellbeing
	E

	
	A good understanding of the role of the librarian and 
a library within the context of wider school learning
	E

	
	Experience of managing budgets and resources
	D

	
	Previous experience of working in a school
environment
	D

	
	Experience of working successfully as part of a team
	E

	Skills
	IT literate, with competence in Microsoft Office suite 
and online services and ability to learn library 
management systems 
	E

	
	Excellent interpersonal skills
	E

	
	Be able to communicate with care and respect to 
students, staff, parents and carers
	E

	
	Ability to be managed by others, using constructive 
feedback to improve your performance. 
	E

	
	A love of books and reading and an enthusiasm to 
share this
	E

	
	Strong focus on excellent customer service, with a 
calm, positive and helpful approach 
	E

	
	Ability to analyse the needs of library users and 
identify appropriate resources to meet those needs
	E

	
	Demonstrate that they are well organised and can 
manage and prioritise their own workload
	E

	
	Ability to work effectively with colleagues
	E

	
	Ability to work independently and as a member of a 
team
	E

	
	Good analytical and research skills
	E

	
	Excellent attention to detail
	E

	Attitude
	Commitment to the Academy’s aims, ethos and 
vision
	E

	
	Enthusiastic, perceptive and fair.
	E

	
	A personal commitment to quality and excellence 
that will take the Academy forward.
	E
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