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LIBRARIAN
Job Title:

Librarian
Responsible to:
Assistant Head (Curriculum), Associate Assistant Head (English)
JOB PURPOSE
· To manage an economical, efficient and effective school Library.

· To take responsibility for managing Library resources, including budget and stock control.
· Lead the strategic development, management and promotion of the school library as a safe, inclusive and inspiring learning environment. 

· Promote reading for pleasure, reading fluency, disciplinary literacy, information literacy and independent learning across the curriculum. 

· Develop and manage both physical and digital library resources to support teaching, learning and research. 

· Support the school's safeguarding culture by fulfilling statutory safeguarding responsibilities and promoting the welfare of children in accordance with current legislation and school policies.
MAIN DUTIES AND RESPONSIBILITIES
Supporting Staff

· Advise staff on the selection, acquisition and use of high-quality print and digital learning resources.  
· Support curriculum leaders in developing reading-rich curricula and disciplinary literacy. 

· Provide advice on copyright, licensing and fair use of printed and digital resources. 

· Support staff in developing pupils' information literacy, digital literacy and research skills.
· Promote inclusive resources that reflect diversity and support equality.
Supporting Pupils

· Maintain and promote standards of behaviour in the Library.
· Work with individual pupils in assisting them to select books that match their level of literacy and areas of interest.

· Promote reading for pleasure through reading programmes, book clubs, competitions and enrichment activities. 

· Support pupils in developing research, independent learning, critical evaluation of information and digital literacy skills. 

· Provide appropriate support for pupils with SEND and ensure reasonable adjustments are made to maximise access to library services. 

· Ensure library systems and practices promote equality, inclusion and accessibility and a are proactive in reducing late returns and losses.
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Supporting the Curriculum

· Organise curriculum support including resources for teaching staff.

· Raise the profile of the Library in the school.

· Develop links with other school libraries/librarians and the LA library service.
· Work collaboratively with curriculum leaders to identify high-quality resources aligned with curriculum intent. 

· Support whole-school literacy priorities including vocabulary development, disciplinary literacy and reading fluency. 

· Support reading initiatives that support disadvantaged pupils and those requiring additional literacy intervention. 

· Organise author visits, literacy events, book fairs and enrichment activities. 
Stock/Resource Management

· Maintain equipment available to staff and pupils from centrally held resources.

· Assist in the maintenance of library resources, including ICT hardware in liaison with the Network Manager.

· Develop, maintain and evaluate both physical and digital collections. 

· Manage, classify stock and keep records of use of resources in school.

· Monitor usage data to evaluate the impact of library provision. 

· Ensure all library systems comply with UK GDPR and Data Protection legislation. 

· Maintain accurate catalogue records and ensure resources remain current, inclusive and curriculum relevant.
Promoting the Library

· Maintain the Library in good order and create/maintain a quiet, controlled atmosphere conducive to study and learning.

· Work with subject leaders to identify opportunities for them and their pupils to work in, and to create displays for the Library.

· Receive visitors, including prospective pupils and parents, and promote the library to them by giving a brief tour of the facilities.
· Create an inclusive, welcoming and accessible learning environment. 

· Promote library services through assemblies, newsletters, displays, social media (where appropriate) and school events. 

· Develop partnerships with local libraries, literacy organisations and community groups. 

· Support transition activities for Year 6 pupils where appropriate.
Financial Management

· Manage the delegated library budget efficiently, ensuring best value.
· Procure resources in accordance with the school's financial regulations. 

· Monitor subscriptions, licences and digital resource expenditure. 

· Coordinate replacement or recovery of lost resources in accordance with school policy.
· Be responsible for the collection of fines by liaising with the finance department. 
MAIDENHILL SCHOOL - JOB DESCRIPTION

LIBRARIAN
Safeguarding
· Maintain an up-to-date understanding of safeguarding responsibilities in accordance with Keeping Children Safe in Education. 

· Report any safeguarding concerns immediately to the Designated Safeguarding Lead using school procedures. 

· Promote a culture where pupils feel safe, respected and able to seek support. 

· Maintain appropriate professional boundaries and confidentiality at all times.
Health, Safety and Compliance
The postholder will:

· Comply with the Health and Safety at Work etc. Act 1974 and school Health and Safety policies. 

· Fulfil responsibilities under the Equality Act 2010. 

· Comply with UK GDPR and the Data Protection Act 2018. 

· Adhere to the school's safeguarding, Prevent, behaviour, online safety and staff conduct policies. 

· Ensure library resources and environments are accessible, inclusive and safe for all users. 

· Promote environmentally sustainable use of resources where appropriate.

Continuing Professional Development - Personal

·  Maintain professional knowledge of current developments in school librarianship, literacy and educational technology. 

· Complete all mandatory safeguarding, Prevent, online safety, GDPR and health and safety training. 

· Participate fully in appraisal and professional development processes. 

· Engage with relevant professional organisations and networks to maintain best practice. 

· Continually evaluate the impact of the library on teaching, learning and reading outcomes. process - evaluating and improving own practice.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.
Elements of this job description and changes to it may be negotiated at the request of either the Headteacher or the incumbent of the post.

