

   
SCHOOL LIBRARIAN
JOB DESCRIPTION
					
POST:  School Librarian	           
GRADE:  NJC Scale 5 (£8,845.45 - £9,515.63 approx. actual) £32,535 - £35,000 FTE                         
Hours 14.5hrs per week/39 weeks (Term Time Only plus x5 INSET Days)
Thursdays & Fridays 8.00am – 4.00pm – this role is part of a job share. As such, the working days are fixed. 
Responsible to:  Literacy Coordinator
_________________________________________________________________
Duties and Responsibilities
1. Library Management & Administration 
· Maintain the general order and condition of the library – tidying shelves, putting books away, ensuring that displays are kept relevant and to a high standard. 
· Establish and maintain systems as required for access and use of the computing facilities. 
· Organise NGRT Tests (liaison with Data Manager and Literacy Coordinator). 
· Development of the Library induction programme for students and staff. 
· Run a structured volunteer programme for Sixth Form and/or Year 7 students. Train and mentor student librarians to support library operations and promote reading among peers. 
· Support the wider administrative needs of the school. 
 2. Student Supervision & Support 
· Work to the direction of the Literacy Coordinator to ensure the Library and its facilities are used appropriately, with high standards of behaviour, applying the school’s behaviour policy. 
· Assist students with homework and coursework across the day and in after school sessions. 
· Supervise the Sixth Form students during private study periods in the library. 
· Deal with staff queries and assist during lesson times in the library. 
 3. Literacy & Learning Interventions 
· Support the Literacy Coordinator in keeping the Just Reading curriculum up to date and relevant. Maintaining and expanding the curriculum, advising Literacy Coordinator on suitable fiction and non-fiction titles. 
· Develop resources that support the ‘Just Reading’ programme, including knowledge organisers, boxes maintenance: lending, record keeping, restock. 
· Lead small group intervention (guided reading) and contribute to literacy tracking and intervention planning. 
· Support the Literacy Co-Ordinator in developing resources for the guided reading programmes. 
· Share reading engagement data with Heads of Year and parents to support student progress. 
4. Reading Culture & Promotion 
· Be an active and visible advocate for the importance of reading for pleasure in all school forums.
· Support the Literacy Co-Ordinator in initiatives to promote a love of reading throughout the school, including author visits, reading challenges, book clubs, and themed events. 
· Work with the Literacy Co-Ordinator to collaborate with teachers to embed reading into all subject areas and support cross-curricular literacy. 
· Recognise and celebrate student achievements in reading through various communication channels, such as awards, displays, and newsletters. 
· Organise competitions, quizzes and activities in order to increase awareness of the library resources. 
· Promote student voice in library development and book selection. 
 5. Collection Development & Curation 
· Curate a rich and varied library collection that reflects student interests, supports the curriculum, and encourages reading for pleasure. 
· Recommend books tailored to individual student needs, interests, and reading levels, as well as titles which support staff professional development, their own interests and subjects. 
5. General Administration
· To be part of the whole school administrative team and support with wider whole school tasks as and when required.
 6. Professional Development & Continuous Learning 
· Commit to ongoing professional development in school librarianship, literacy education, and information management. 
· Stay up to date with current and emerging trends in children’s and young adult literature, including culturally diverse and inclusive texts. 
· Read widely across genres to act as a credible reading role model for students. 
· Engage with professional networks, training opportunities, and research to continually refine library provision. 
· Adapt library practices in response to changes in technology, publishing, and young people’s reading habits. 
 Agreement:
Date of review: ________________________________
Signed (post holder): ……………………………………	
Name (Print): ………………………...............
Signed (Line Manager): ………………………………….	
Name (Print): ………………………...............
Signed (Headteacher): ……………………………………

Person Specification – School Librarian 
	Criteria
	Essential
	Desirable

	Qualifications & Training
	Good standard of general education (minimum Level 3 or equivalent). 
Evidence of commitment to continuous professional development. 
	Professional qualification in librarianship, information management, or education (or willingness to work towards this). 
Training/accreditation in literacy support, children’s literature, or reading interventions. 

	Experience
	Experience of working with young people in an educational or library setting. 
Experience of using ICT and online resources to support learning. 
Experience of managing resources, maintaining systems, or running events. 
	Experience in delivering literacy interventions, guided reading, or similar programmes. 
Experience of supervising or mentoring students/volunteers. 
Experience of promoting reading or running extra-curricular activities (book clubs, author visits, reading competitions). 

	Knowledge & Understanding
	Good understanding of children’s and young adult literature. 
Awareness of the role of libraries in supporting literacy and independent learning. 
Understanding of safeguarding and promoting the welfare of children. 
	Knowledge of current developments in literacy education and strategies to promote reading. 
Familiarity with library management systems and digital information platforms. 

	Skills & Abilities
	Strong organisational and administrative skills. 
Ability to establish and maintain effective systems for tracking and monitoring library usage. 
Good communication skills with students, staff, and parents. 
Ability to manage behaviour positively in line with school policy. 
Capacity to work independently and collaboratively. 
Creativity in developing displays, resources, and reading promotion activities. 
	Ability to curate and recommend texts for different age groups, reading levels, and subject areas. 
Skills in delivering small-group teaching or literacy interventions. 

	Personal Attributes
	Passionate about reading and committed to promoting a love of literature. 
Enthusiastic, approachable, and student-centred. 
Adaptable and open to change, especially in response to technology and education. 
High expectations of student engagement, behaviour, and achievement. 
Commitment to equality, diversity, and inclusion in reading provision. 
	Willingness to take initiative in developing new ideas and projects. 
Active engagement in professional networks or wider reading communities. 



Work to the direction of the Literacy Coordinator to ensure the Library and its facilities are used appropriately, with high standards of behaviour, applying the school’s Behaviour policy. 
Deal with staff queries and assist during lesson times in the library. 
Support the Literacy Coordinator in keeping the Just Reading curriculum up to date and relevant. Maintaining and expanding the curriculum, advising Literacy Coordinator on suitable fiction and non-fiction titles. 
Be an active and visible advocate for the importance of reading for pleasure in all school forums.
Support the Literacy Co-Ordinator in initiatives to promote a love of reading throughout the school, including author visits, reading challenges, book clubs, and themed events.
Work with the Literacy Co-Ordinator to collaborate with teachers to embed reading into all subject areas and support cross-curricular literacy.
Recognise and celebrate student achievements in reading through various communication channels, such as awards, displays, and newsletters.
Organise competitions, quizzes and activities in order to increase awareness of the library resources.
Promote student voice in library development and book selection.
Be an active and visible advocate for the importance of reading for pleasure in all school forums.
Support the Literacy Co-Ordinator in initiatives to promote a love of reading throughout the school, including author visits, reading challenges, book clubs, and themed events. 
Work with the Literacy Co-Ordinator to collaborate with teachers to embed reading into all subject areas and support cross-curricular literacy. 
Recognise and celebrate student achievements in reading through various communication channels, such as awards, displays, and newsletters. 
Organise competitions, quizzes and activities in order to increase awareness of the library resources. 
Promote student voice in library development and book selection
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