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Job Description 
Job Title: 

School Librarian/Archivist
	


Kent Range 7  (£23,033 - £26,075)

	


15 hours per week – 40 weeks per year (Monday & Tuesday)




Reporting to:
School Bursar
Purpose of the Job:

The Librarian will play an important part in the strategic development of the library to ensure that it provides a well used and comprehensive resource for the whole School. He or she will with the job share librarian, manage the prefect team and liaise with other departments and external bodies to both preserve and improve the excellent service the library offers the School. The Librarian will advise on library policy and developing the contribution the library makes in supporting the curriculum needs of the School.  The Curriculum Deputy is the Librarian’s line manager. 

Personal Characteristics required for the post:
	· Enjoy working with students and staff

· Able to work on own initiative

· Excellent communicator (written and verbal)

· Fully committed to the ethos of the School

· Enthusiastic and creative personality

· Versatile and flexible 

The successful candidate will be responsible for:

1.
The planning, development and delivery of the services offered by the Library including:

· Computer-based learning resources

· Information skills programme

· Working with the careers department to maintain the smooth running of the career library

· Maintaining and developing the library website

· Encouraging literacy and reading skills

2.
Ensuring the efficient and effective organisation of the day-to-day running of the library including:

· The library management systems

· Stock selection, purchase and processing

· Maintaining the quality of the resource

· Effective supervision and management of the library prefect team

· Maintaining discipline and security

· Enhancing the library environment and encouraging stock use

3.
Manage the Library Budget.

4.
To be responsible for library related departmental requirements, selection and purchase of stock

5.
To promote the school library by liaison with staff and attend Heads of Departments/Middle Leaders meetings.
6.
To upkeep and maintain the School archives.

7.
Work with the other librarian to exhibit the archives for special events and display in the library.

8.
To help and support in School events, invigilation and registrations when necessary.


	Footnote: This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.


PAGE  
[image: image2.jpg]



Maidstone Grammar School





Page 1

