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Job Title:	Librarian 

Reports to:	Director of English

Grade:	Kent Grade C, £12,575 (£26,956 full time equivalent)
		Term-time only	

Date:	June 2026

Hours:	20 hours per week (Monday to Friday 10.30am to 2.30pm)

Job Holder’s Name:	Vacancy


Purpose of Job
To run the library, creating a suitable environment, managing stock and co-ordinating and hosting a range of reading-related and other extra-curricular activities.

Principal Responsibilities

· Manage the day-to-day operations of the library, including presentation, maintenance and organisation of stock.  
· Develop physical and digital stock: research and procure new stock from various suppliers and weed old stock.
· Manage the library budget (with the approval of the Director of English).
· Supervise students at break and lunchtimes (and Sixth form students during study periods) in order to maintain good behaviour and ensure a welcoming, inclusive and productive learning environment.
· Maintain and develop the Library Management System to ensure its accuracy and relevance to users throughout the school.  Maintain student borrowing records and other statistical records.  Manage requests and reservations, notification of overdue books, issues, renewals and returns.  Curate up-to-date dashboards for students and staff.  
· Ensure students are borrowing age and reading level appropriate books from the library, providing advice and guidance to students and parents.
· Manage the library’s online subscriptions and database/carers.
· Recruit and train student librarians.
· Establish supportive and effective working relationships with other members of the team, curriculum and pastoral leads, and student librarians.  
· Support the Duke of Edinburgh’s Award scheme by providing volunteering opportunities in the library.
· Assist students with their use of the library.  Design and deliver library inductions for Year 7 and provide specialist library and resource support to help Year 12 students with their EPQ projects either through in-person or recorded sessions.
· Working with Curriculum Area Leaders, update subject specific texts to allow for student revision and wider reading opportunities.
· Promote resources and reader development through displays and events, and the production of book lists.
· [bookmark: _heading=h.gjdgxs]Run reading-related extra-curricular activities from the library (such as book club, talks by authors, the Carnegie Shadowing scheme, World Book Day, book fairs and sales, charity book drives and BookBuzz).
· Support students in library-based, student-led reading activities and clubs.
· Arrange, track and lead on students’ participation in literary events.
· Keep up-to-date with developments in the profession and enhance skills and professional knowledge accordingly.
· Work with other schools, libraries and relevant organisations to assist in making the library an up-to-date, vibrant and creative resource at the heart of the school.

Skills
· Principles and systems of the day-to-day management of a school library.
· Researching, ordering and processing appropriate stock, within the constraints of the library budget.
· Interpersonal skills to help, support and motivate students and staff in their use of the library and their reading.
· Flexibility and efficiency.
· Librarian qualification is desirable, but not essential.
· Organisation and communication skills, to run extra-curricular activities and events, with students, teachers, outside speakers and representatives from other organisations.
· Excellent IT skills, and knowledge of how to apply them in a school library environment. 
· Sound knowledge of literature for children and young people. 
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