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Reading Intervention and LRC 
Coordinator 
 

Responsible to: SENCO 

Contract: Term Time 

Hours: 37 hours per week; 0800-1600 Monday-Friday 

Salary: Kent Scheme C- FTE £26,956 

Job Purpose 

To support the school in raising standards of literacy by delivering high-quality, 

targeted reading interventions to students who require additional support. 

The postholder will also be accountable for the effective day-to-day organisation 

and operation of the Learning Resource Centre (LRC), ensuring that it provides a 

welcoming, purposeful and accessible environment that promotes reading for 

pleasure, independent learning and positive attitudes towards literacy. 

The postholder will work collaboratively with the SEND, English and wider 

curriculum teams to identify barriers to reading, deliver appropriate interventions 

and monitor the progress of students. 

Key Responsibilities 

Reading Intervention 

• Deliver structured reading interventions to individual students and small 

groups. 

• Support students to develop their reading fluency, comprehension, 

vocabulary, decoding skills and confidence. 

• Follow agreed intervention programmes and adapt support 

appropriately to meet individual student needs. 

• Establish positive relationships with students who may lack confidence or 

motivation in reading. 

• Encourage students to develop greater independence and resilience as 

readers. 

• Provide appropriate challenge, encouragement and feedback during 

intervention sessions. 

• Support students with SEND and other identified barriers to literacy. 



 

 

• Work with the SENDCO, Literacy Lead, English Department and other 

colleagues to identify students requiring additional reading support. 

• Contribute to baseline and ongoing assessments of students’ reading 

ability where appropriate. 

• Maintain accurate records of student attendance, intervention activity 

and progress. 

• Provide regular feedback to relevant colleagues regarding student 

engagement and progress. 

• Identify where interventions are not having the desired impact and raise 

this with the appropriate member of staff. 

• Support the evaluation of reading interventions using available 

assessment and progress information. 

Learning Resource Centre 

• Take day-to-day responsibility for the effective organisation and 

operation of the LRC. 

• Ensure the LRC is maintained as a welcoming, inclusive, orderly and 

purposeful learning environment. 

• Organise, maintain and develop the school’s collection of books and 

reading resources. 

• Manage the issuing, returning and recording of LRC resources using the 

school’s library management systems where applicable. 

• Monitor overdue, missing and damaged resources and follow school 

procedures as appropriate. 

• Support students in selecting books that are appropriate to their reading 

ability and interests. 

• Develop attractive and engaging displays promoting books, authors, 

genres and wider literacy. 

• Promote new titles and reading recommendations to students. 

• Maintain an awareness of suitable contemporary children’s and young 

adult literature. 

• Work with colleagues to ensure LRC resources support the wider 

curriculum. 



 

 

• Help develop the LRC as a positive space for independent study, reading 

and learning. 

• Maintain appropriate standards of student behaviour within the LRC in 

accordance with the school’s behaviour policy. 

• Monitor LRC resources and make recommendations regarding future 

purchases. 

• Support the effective management of the LRC budget where delegated 

by the line manager. 

Promoting Reading for Pleasure 

• Actively contribute to the development of a strong whole-school reading 

culture. 

• Encourage students of all abilities to read regularly and explore a broad 

range of texts. 

• Develop initiatives that increase student engagement with the LRC and 

reading. 

• Support activities such as reading challenges, book clubs, author events 

and World Book Day. 

• Work with departments to promote subject-specific reading and wider 

curriculum literacy. 

• Identify opportunities to celebrate students’ reading achievements. 

• Help ensure the LRC reflects the diversity of the school community 

through an inclusive and appropriate range of texts and resources. 

Student Support 

• Develop positive, professional relationships with students. 

• Provide encouragement and support to students who may have 

experienced difficulties or frustration with reading. 

• Promote high expectations for behaviour, engagement and learning. 

• Recognise and respond appropriately to individual student needs. 

• Work collaboratively with teaching, pastoral and SEND staff where 

literacy difficulties are contributing to wider barriers to learning. 

• Promote students’ confidence, independence and self-esteem. 



 

 

Administration and Monitoring 

• Maintain accurate and confidential records relating to reading 

interventions. 

• Record and monitor student participation and progress. 

• Assist with the preparation of reports and progress information when 

required. 

• Provide information to the line manager to support the evaluation of 

literacy provision. 

• Maintain appropriate records relating to LRC stock and resources. 

• Use school information and IT systems appropriately and in accordance 

with data protection requirements. 

Wider Responsibilities 

The postholder will: 

• Work positively and professionally as part of the wider school team. 

• Attend relevant meetings and training as required. 

• Participate in appraisal and professional development. 

• Maintain confidentiality at all times. 

• Follow all school policies and procedures. 

• Promote equality, diversity and inclusion. 

• Support the school’s values, ethos and expectations. 

• Carry out other reasonable duties appropriate to the level and nature of 

the role as directed by the Headteacher or line manager. 

Safeguarding 

The postholder has a responsibility to safeguard and promote the welfare of 

children and young people. 

They must: 

• Follow the school’s safeguarding and child protection policies and 

procedures. 



 

 

• Remain vigilant to indicators of abuse, neglect or other safeguarding 

concerns. 

• Report concerns promptly through the school’s agreed safeguarding 

procedures. 

• Complete all required safeguarding training and updates. 

• Maintain appropriate professional boundaries with students. 

Person Specification 

Essential 

Qualifications and Knowledge 

• Good standard of education, including English and Maths at GCSE Grade 

4/C or equivalent. 

• Strong literacy skills and a secure understanding of written and spoken 

English. 

• An understanding of the importance of literacy and reading in supporting 

students’ wider educational achievement. 

• An understanding of safeguarding responsibilities when working with 

children and young people. 

Experience and Skills 

• Ability to work effectively with secondary-aged students. 

• Ability to support students individually and in small groups. 

• Strong communication and interpersonal skills. 

• Good organisational and administrative skills. 

• Ability to maintain accurate records and monitor progress. 

• Competence in the use of IT and standard office software. 

• Ability to work independently and use initiative while also contributing 

effectively to a team. 

Personal Qualities 

• Enthusiastic about books, reading and literacy. 



 

 

• Patient, encouraging and able to motivate reluctant or less-confident 

readers. 

• Positive and approachable. 

• Reliable and well organised. 

• Able to establish appropriate professional relationships with young 

people. 

• Committed to high expectations for all students. 

• Committed to safeguarding and promoting the welfare of children and 

young people. 

Desirable 

• Previous experience of working within a secondary school. 

• Experience of delivering reading, literacy or phonics interventions. 

• Experience of working with students with SEND. 

• Experience of using reading assessment information to inform 

intervention. 

• Experience of working in a school library or Learning Resource Centre. 

• Knowledge of library management systems. 

• Knowledge of children’s and young adult literature. 

• Experience of organising reading activities, book clubs or literacy events. 

• Relevant Level 2 or Level 3 supporting teaching and learning 

qualification, or equivalent. 

Additional Information 

This job description outlines the main duties and responsibilities of the post. It is 

not intended to be an exhaustive list and may be reviewed and amended, 

following consultation with the postholder, to reflect the changing needs of 

Wrotham School and Character Education Trust. 

Equal opportunities employer 

Wrotham School is fully committed to equal opportunity employment and 

actively encourages applications from all potential candidates regardless of race, 

gender, sexuality and disability.  



 

 

Safeguarding  

Wrotham School is committed to safeguarding and promoting the welfare of 

children and young people, and expects all staff and volunteers to share this 

commitment. All posts are subject to an enhanced Disclosure Application to the 

Disclosure and Barring Service and check against the ISA Barred List for children. 

Contact Wrotham School 

We highly recommend contacting us to arrange an informal visit to the school to 

fully understand what makes Wrotham School such a desirable place to work. 
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