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   DESCRIPTION

   Job Title: 
Academy Librarian

    
    Location: 
          	Charnwood College

	Job Purpose:
	Working closely with teaching staff, support staff and students, you will manage the day-to-day operation of the library, including overseeing the library collection, promoting reading initiatives, supporting curriculum learning and maintaining an engaging learning space. You will organise events, author visits and literacy activities, and work collaboratively to ensure the library remains a vibrant hub at the heart of school life. 

	
	

	Background: 

	The David Ross Education Trust (DRET) is a network of academies with a geographical focus on Northamptonshire, Leicestershire, Lincolnshire, Yorkshire/Humberside and London.  

Our aim is to be the country’s leading academy chain, committed to delivering the highest educational standards alongside an unrivalled package of sporting and cultural enrichment.

	
	

	Reporting To:
	Assistant Principal

	
	



David Ross Education Trust | Charnwood College| Thorpe Hill | Loughborough | Leicestershire | LE11 4SQ
KEY RESPONSIBILITIES 
This Job Description is not a comprehensive definition of the post.  Discussions will take place on a regular basis to clarify individual responsibilities within the general framework and character of the post as identified below.  
MAIN RESPONSIBILITIES
· Assist with general and day to day duties in the school library and overseeing resources.
· Supervision of students, ensuring a quiet, working environment is maintained and assisting as and when required.
· Management of the book stock, involving collecting information and suggestions from departments and students on book and magazine recommendations.
· Create and implement school library policies and procedures including data protection, copyright and health and safety legislation.
· The maintenance of all library resources.
· Running clubs to promote engagement with reading and general literacy as required.
· Catalogue new library resources.
· Ensure the library resources are kept current and promote excellent literacy.
· Help students and staff to locate and use library resources effectively.
· Organise and support library events including author visits, World Book Day activities, and participation in such events.
· Promote and demonstrate the benefits of reading, independent research and library resources.
· Liaise with teaching staff to provide support and access to resources, as requested.
· Liaise with book and software providers as required to ensure the efficient provision and functioning of resources.
· Maintain familiarity with existing and new library stock and resources.
· Develop and maintain approachable and professional relationships with all library users.
· Be aware of relevant new fiction, non-fiction and online resources relevant to a school library as they come onto the market.
· Ensure that Health and Safety guidelines and fire regulations are strictly adhered to all times.
· Comply with safe working practices.
· Complete safeguarding and online training as and when required.
· Be aware of and adhere to academy policies at all times.
· Attend training courses and complete online training modules as required to meet the requirements of the post.
· Take responsibility for own personal development, seeking any opportunities to learn new skills.
· Undertake any other duties as requested by management, which are reasonably deemed to be within the scope of the role or necessary for the smooth running of the school.

STUDENT SUPPORT AND INTERVENTIONS
· Deliver and support targeted reading interventions for individual students and small groups to improve reading fluency, comprehension, confidence, and literacy outcomes.
· Deliver and support handwriting interventions to help students develop legible, fluent, and effective handwriting skills where additional support has been identified.
· Monitor student progress within intervention programmes, maintaining accurate records and providing feedback to relevant teaching and pastoral staff.
· Liaise with teaching staff, the SEND team, and pastoral colleagues to identify students who would benefit from literacy and handwriting support and to ensure interventions complement classroom learning.
· Adapt intervention approaches to meet the individual needs of students, including those with Special Educational Needs and Disabilities (SEND), English as an Additional Language (EAL), or other barriers to learning.
· Support students in developing confidence, resilience, and independent learning skills through structured intervention sessions.

KEY RESPONSIBILITIES – ALL STAFF 
· To support the academy ethos 
· To contribute to academy-wide events including curriculum-focused events as part of the wider curriculum team, as and when required
· To support and contribute to the academy’s commitment to ‘Every Child Matters’ to enable children to be healthy; stay safe; enjoy and achieve; make a positive contribution; and achieve economic well-being
· To be aware of the academy’s duty of care in relation to staff, students and visitors and to comply with all health and safety policies at all times
· To be aware of and comply with the codes of conduct, regulations and policies of the academy and its commitment to equal opportunities.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.
The Academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
This Job Description is current at the time of printing but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.
This post requires an Enhanced DBS Clearance check.












PERSON SPECIFICATION
Your application will be reviewed against the essential and desirable criteria listed below.
Applicants are strongly advised to explicitly state and evidence how they meet each of the essential (and desirable) criteria in their application.

	
	Essential 
	Desirable 

	Qualifications and Professional Development 
	
	

	· Good standard of general education (GCSE at Grade c/4 or equivalent, including English and Maths)
	· 
	

	· A level or equivalent qualification
	
	

	· Library qualification or degree
	
	

	Skills and Knowledge 
	
	

	· High level of oral and written communication skills and an ability to work in partnership with and communicate effectively with all stakeholders
	· 
	

	· Awareness of children’s and young adult fiction and authors
	· 
	

	· Ability to engage with all age groups and to inspire young people
	· 
	

	· Willingness to be fully involved in promoting literacy and developing a love of reading throughout the school
	· 
	

	· Developed IT skills, including the use of MS office and databases
	· 
	

	· Developed interpersonal and communication skills
	· 
	

	· Developed attention to detail, organisation and methodical
	· 
	

	· Developed ability to manage own workload
	· 
	

	Personal Qualities 
	
	

	· A passion for books, reading and working with young people
	· 
	

	· Ability to work individually or as part of a team
	· 
	

	· Flexible, adaptable and have a ‘can do’ attitude
	· 
	

	· Present a positive role model in carrying out duties when representing the academy
	· 
	

	· Fully supportive of the aims and ethos of a school providing a specialist school education and committed to ensuring access to the curriculum for all children
	· 
	




	Equal Opportunities 
	
	

	· A commitment to promoting equality and diversity, providing an inclusive and co-operative environment in which all students and individuals working for and on behalf of the organisation feel respected and able to give of their best. 
	· 
	

	Safeguarding 
	
	

	· Committed to promoting the welfare of all children and creating a safe environment in which children can learn; considering, at all times, what is in the best interests of the child. 
	· 
	

	· Play an important part in the wider safeguarding of children – identifying concerns, sharing information and taking prompt action to safeguard and protect them.
	· 
	

	· Aware that the Trust will take all steps to prevent those who pose a risk of harm from working with children. Recruitment procedures ensure rigour in identifying and rejecting people who might abuse children.
	· 
	

	Health and Safety 
	
	

	· Aware of Health & Safety and Safeguarding as appropriate to role
	· 
	



Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.
The Academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
This Job Description is current at the time of printing but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.
The David Ross Education Trust is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo vetting appropriate to the post, including a social media presence check and Enhanced DBS check. The successful applicant will be expected to adhere to all safeguarding, welfare and health and safety policies and procedures of the Trust. 
All pre-employment checks are in line with "Keeping Children Safe in Education" statutory guidance.
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