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Library Assistant
Job Description


	SCHOOL:
	Dallow Primary School

	
	

	RESPONSIBLE TO:
	Senior Leadership Team

	
	

	GRADE:
	L2


 
PURPOSE OF POST:  

Provide assistance to teachers and children by undertaking a range of duties, ensuring a high quality service and contributing to the continuous improvement of the school library service.	


ORGANISATION CHART:   

Senior Leadership Team
|
Library Assistant


Principal Responsibilities:							%

	1.
	Assist children and staff with outgoing and incoming library stock, IT usage, enquiry work, reader registration to ensure a high quality service. Input and maintain data, taking into account data protection legislation, in order to maintain accurate records.
	25

	2.
	Shelve the library stock and maintain in good order to provide an efficient service to the school, including assisting with the physical appearance, promotion and display of stock and with routines connected with the repair, withdrawal and rebinding of stock.
	25

	[bookmark: _GoBack]3.
	Promote a love of reading across the whole school, during lessons and extra-curricular activities e.g. reading groups, story time, competitions and activity displays.
	50




DIMENSIONS:

Supervisory Management:	None
Financial Resources:   		N/A	
Physical Resources:   		N/A
Other:	

CONTEXT

All staff are part of the whole school team.  They are required to support the values and ethos of the school and the Chiltern Learning Trust and the school priorities as defined in the School Development Plan. This will mean focusing on the needs of colleagues, parents and pupils and being flexible in a busy, pressurised environment.

DBS

The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.  Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure & Barring Service.  Due to the nature of the job it will be necessary for an Enhanced DBS to be undertaken.  It is essential, therefore that in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions, and, if so, for which offences.  This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of offenders 1974 (Exemptions) (Amendments) Order 1986.  Applicants therefore are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority.  The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.  Disclosures are handled in accordance with the DBS Code of Practice which can be accessed from the Children & Learning Department, HR Division, or on www.disclosure.gov.uk



Physical Effort and/or Strain
Lifting, moving and carrying books and project collections.  N.B. Sack barrows and trolleys are available to assist the handling of books.

Working Environment:  N/A


The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Criminal Records Bureau.

CVs will not be accepted for any posts based in schools.
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