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Job Title: 	Assistant Librarian 
Department: 	Library 
Contract: 	Permanent, 39 weeks per year (Term Time Only plus Inset Days)	
[bookmark: _Hlk156555194]Salary:		KSC 
[bookmark: _Hlk159399918]Reports to: 	Head Librarian, SLT


Purpose of the Role:
The role of the Assistant Librarian is to support the learning of students in the context of the library across the whole school. You will ensure that the Library is at the heart of school life and plays a central role in developing a culture of reading within the school and local community.

Contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to the area child protection procedures.


Duties:
1. Opening up the library each morning and setting up for the day, supervising students from 8.00 am. 
1. Closing up library at the end of the day and making it ready for the next morning.
1. Assisting the Head Librarian by supervising the loans desk, overseeing the issue and discharge of books and other materials. 
1. Supervising library use during the school day, including school breaks, and ensuring a quiet, well-regulated academic environment conducive to study and reading.
1. Organising the daily overdue book returns procedure, liaising with pupils, staff and parents.
1. Keeping on top of book stock and its loan management.
1. Assisting the Head Librarian with maintenance and development of the Library Management System.
1. Deputise for the Head Librarian in their absence and/or undertake lone working within the library. 
1. Acquiring a thorough knowledge of the stock, it’s control and directing staff and students to the appropriate books and resources according to their needs and purposes.
1. Perform book cataloguing, processing and repairs, efficiently and conscientiously.
1. Creating displays for book of the week, word of the week plus other paper and electronic display materials and resources.
1. Shelving and book tidying and keeping the library in good order.
1. To assist the Head Librarian in the delivery of information literacy and research lessons to promote independent learning and academic honesty.    
1. Responsibility for checking in and display of all serials and communication with our serials supplier.
1. Helping the Head Librarian with book clubs and activities. 
1. There is some required reading outside working hours to support books clubs. 
1. Instruct and monitor library prefects and supervise DofE volunteers.
1. Proactively encourage good discipline within the libraries and be an effective adult presence.
1. Assisting the Head Librarian with the disciplinary and rewards system, consistent with library behaviour expectations.
1. Undertake all general administrative duties/correspondence/queries and ad-hoc projects as required.

The Assistant Librarian role is based at our Sevenoaks Campus working in a predominantly lone-working environment but with support and direction from the Head Librarian. You must be comfortable carrying out day to day library duties, running the Issue Desk and supervising around 40 students, whilst ensuring a quiet, well-regulated academic environment conducive to study throughout the school day.


This job description will be reviewed regularly 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 of the incumbent of the post.


Person Specification – Assistant Librarian 

	
	Essential
	Desirable
	Measured

	Education & 
Qualifications
	· Educated to A level equivalent; C or above at GCSE English and Maths.
	· Experience of working with young people and confidence in working with secondary school students.
· A university degree
	· Application
· Interview
· Reference

	Experience
	· Proven administration experience

	· Previous experience of working with young people and their families
· Previous experience working in a library
	· Application
· Interview
· Reference

	Skills
	· Ability to work in an organised and methodical manner and maintain accurate records. 
· Ability to convey information clearly and accurately orally and in writing to a range of people. 
· Ability to work on own initiative and make decisions as well as be a member of a collaborative team.
· Ability to take personal responsibility for organising day to day workload. 
· Ability to work effectively and supportively as a member of the school team. 
· Able to use own initiative to solve problems and respond proactively to unexpected situations. 
· Able to deal calmly, tactfully and effectively with a range of people. 
· Able to motivate and inspire others.
· Excellent ICT skills (in particular a good working knowledge of Microsoft Office).
· 
	· Ability to use and support the library management software.
· A good working knowledge of Outlook


	· Interview
· Application
· Reference

	Knowledge
	· Demonstrate a basic understanding of the work of a school.
· Demonstrate an understanding of confidentiality and child protection issues in a school setting.
	
	· Interview 
· Application
· Reference

	Attributes
	· Will have an interest in children’s literature. A love of reading and its promotion for reading for pleasure as well wider reading for study. 
· Be comfortable with lone working. 
· Able and confident to work with and to inspire young people. Able to promote the welfare of young people.
· The ability to work calmly under pressure and have the ability to adapt quickly and effectively to changing circumstances/situations
· A flexible working attitude
· The ability to work as part of a team
· A good sense of humour
· A high level of integrity
· An organised and methodical approach to administrative procedures
· The ability to work unsupervised
	· Able to cope with a lone working environment.
· Understand school roles and responsibilities.
	· Application
· Interview
· Reference
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