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	Job Description 

	POST TITLE
	Librarian

	GRADE
	Grade 7, SCP 13-17
Actual salary £16,130 - £17,216 
(FTE £28,163 - £30,060)

	WORKING HOURS
	25 hours per week, Monday to Friday, term time only (38 weeks)

	PURPOSE OF THE JOB
	Under the guidance of a member of the senior leadership team be responsible for the day to day running of the library to provide a comprehensive service to students and staff.

	RESPONSIBLE TO
	Assistant Headteacher

	Line Manager of:
	n/a

	Eynsham Partnership Academy Trust is committed to safeguarding and promoting the welfare of all children and preventing extremism; all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. The successful candidate will be required to undergo an Enhanced Disclosure from the Disclosure and Barring Service (DBS) and obtain any other statutorily required clearance. Employment will also be conditional on the receipt of at least two acceptable references (1 from current/latest employer) and evidence of the formal qualifications required for the role.



	Key Responsibilities:
Organisation:
· Create and maintain a purposeful, orderly and productive working environment for students and staff
· Day to day organisation and maintenance of the library, including routine duties e.g. filing, shelving, loans and returns, tidying stock and repairing books and equipment as needed
· Use specialist skills, training and experience to support students and staff in using library resources
· Establish productive working relationships with students, acting as a role model and setting high expectations
· Supervise small groups of students in library activities and assist them in their research
· Recruit and manage student librarians
· Supervise the use of library technology, including ICT, photocopiers, etc.
· Promote a positive learning and reading environment within the library encouraging students to read and use the library’s resources 
· Display stock attractively and make it accessible to students 
· Supervise students using the library and maintain standards of behaviour in the absence of teaching staff
· Establish productive working relationships with teaching and associate staff, providing information and promoting the library as support for the curriculum
· Provide specialist advice and guidance as required 
· Be responsible for maintaining records, information and data, producing analysis and reports as required
Resources:
· Monitor and manage library stock and resources within an agreed budget
· Contribute to the selection and purchase of stock and equipment for the library to meet the needs of students and staff
· Prepare specialist resources as requested

Personal Development 
•   Work positively and constructively with your Line Manager to identify strengths and agree an action plan in relation to development needs; to set these out in a personal development plan, which will be reviewed regularly.
· Participate in training and other learning activities and performance development as required.


	General responsibilities:

1. Act as a model for school values.
2. Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
3. Be aware of and support difference and ensure equal opportunities for all
4. Contribute to the overall ethos/work/aims of the school
5. [bookmark: _Int_MHX8T6D4]To undertake other duties appropriate to the grade of the post as the Headteacher may from time to time reasonably determine.
6. To play part in the Health and Safety procedures of the school. Including reporting concerns to the Line Manager. See the School’s Health and Safety Policy.


	Appraisal Process:
Participating in the school’s arrangements for appraisal, professional development and the school’s arrangements for quality assurance and internal verification.



Qualifications and Experience
	Qualities
	Essential/Desirable

	Experience  
Experience of working with children and young people
Experience of working in a school or library
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	Qualifications & Training
NVQ 3 or equivalent qualification or experience in relevant discipline
Very good numeracy/literacy skills
	 
E
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	Knowledge & Skills
Knowledge of library procedures – cataloguing, supervising library users, etc
Good written and verbal communication skills
Ability to relate well to children and adults
Good understanding and ability to use relevant technology e.g. ICT, photocopier
Participate in development and training opportunities
Work constructively as part of a team, understanding school roles and responsibilities and your own position within these
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