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  Contract type:  Fixed Term Contract until 31st August 2026 
Salary: SC1 SCP2 £24,413 FTE (going to £24,796 from April 2026) 
Benefits: Local Government Pension Scheme.
Location: All Saints Babbacombe 
Hours of Duty:  7.5 hrs per week, 1.5 hours a day 11.30am to 1pm 

Line Management
1. Direct Line Manager: Deputy Headteacher
2. Day to day: English Curriculum Leader 
3. Direct to the Designated Safeguarding Lead for all matters concerning Child Protection This post has no line management responsibilities
Key Purpose of the Role

To manage and develop the school library as a welcoming, organised, and inspiring learning environment that promotes reading for pleasure and supports pupils’ learning across the curriculum.
Key Responsibilities 
Library Management 
· Manage the day to day running of the school Library. 
· Oversee the issuing and returning of books. Ensuring accurate sign in and sign out procedures. 
· Maintain accurate records using the school’s library cataloguing system (Libresoft).
· Learn and confidently operate the Libresoft cataloguing programme.
· Catalogue new books and resources promptly and accurately.
· Monitor stock levels and identify books requiring repair, replacement, or replenishment.
· Support the selection and acquisition of new books to maintain an engaging and diverse collection.
· Ensure books are shelved correctly and the library remains tidy, organised, and inviting.
Pupil Engagement and Enrichment 
· Promote a love of reading across the school.
· Advise and guide pupils in selecting age-appropriate and interest-based reading materials.
· Run and supervise a lunchtime reading club.
· Organise and lead a lunchtime board games club within the library.
· Support themed reading events, book weeks, and literacy initiatives.

Administration and Organisation 
· Keep accurate borrowing records and follow up on overdue books where necessary.
· Produce simple reports on library usage if required.
· Work collaboratively with teaching staff to support curriculum-related reading.
· Ensure the library environment is safe, welcoming, and inclusive.

General 
· Uphold the school’s safeguarding policies and procedures.
· Contribute positively to the wider life of the school community.
· Undertake any other reasonable duties commensurate with the role.

General Notes
This job description provides an outline of the range of duties that can be expected of a post holder of this level and is not a comprehensive or exhaustive list. Duties may vary according to the needs of the academy and pupils at the time.

Although the post is based in the academy stated above, there may be occasions when you are asked to attend events at other locations throughout the Diocese of Exeter, or in one of our other academies, subject to notification and acceptance by the post holder.   Travel is paid if this is required.
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