
Job Title: School Librarian Part Time 14 Hours per 
Week

To start: September 2026







Our Library is situated at the heart of the school and is a place of reading, learning and innovation. It provides 
a quiet space for children at certain times of the day and, at other times, is a hive of activity.

We are seeking to appoint an outstanding, innovative and compassionate Librarian to work alongside our 
current Part-Time Librarian. The role is part-time, working Tuesday through Friday 10.15am – 1.45pm Term-
time only plus our 4 Inset days.

The successful candidate will have excellent communication and people skills, a positive mindset, and a 
forward-thinking approach to developing a love of reading, fostering leadership skills and delivering 
excellence in public speaking.

The successful candidate will take responsibility for running the Library (Tuesday-Friday) and managing the 
work of our pupil Librarians and Library Captain. They will also oversee the small Library based in the Pre-
Prep. 

Reporting to the Head of English, our Librarian has a key role in developing the wide range of skills in our 
English curriculum. Our Librarian will lead the school’s approach to reading for pleasure, offering ideas and 
developing new initiatives to ensure that all children are encouraged to read widely.

The Librarian will promote the use of the Library for children of all ages, including through reading groups and 
other extra-curricular activities and engender a love of learning, inspiring children to be curious, creative, 
independent learners.



The Foundation considers this document as a “snapshot” of the job and the tasks listed are not an exhaustive list. It aims to provide a clear guide at the time of writing to all that is 
involved about the requirements of the job. It will also be used to communicate expectations about performance and will be used to monitor effective performance.

Key Duties and Responsibilities

1. Administrative
· Maintenance of books, general stock and computerised catalogue system.
· Responsibility for library budget and the purchase of books/resources for the main library.
· Maintaining booking system for the school library computers.
· Collecting and maintenance of school archives (books and photographs, etc).
· Develop and maintain vibrant, engaging library displays that celebrate books, authors, and themes, creating a welcoming environment that inspires curiosity and fosters a lifelong love of
reading across the school community.

2. Academic
· Be available during lesson times to support children to undertake research work, helping them to develop work study skills, and lead story telling sessions.
· Lead guided reading sessions with children as directed by the teacher.
· Supervise breaktime and lunchtime library activities for Middle and Upper School children.
· Provide training in Public Speaking, supporting the children with various events.
· Organise library competitions, events, author visits, assemblies and book fairs.
· Run book clubs and ‘Readathons’ as appropriate.
· Assist teaching staff as necessary when library is in use for lessons.
· Assist the Deputy Head with assessment days.

3. Other
· Attend as an extra member of staff on school visits and undertake lunch duties as requested.
· Attend staff in-service training, when applicable (four INSET days each year)



Appointment Timetable
Deadline for submission of applications 
(on the standard application form): 12 noon 26th June 2026

Interview date: TBC (provisional dates Friday 3rd July or 
Tuesday 7th July)

The Employer is Warwick Schools Foundation.

Salary
The salary scale for this role is Point 15 FTE £24,623

Actual £7,428 per annum

Benefits for Staff
• Staff Fee remission at our Myton Campus

• Complimentary lunch and refreshments

• Free parking

• A virtual GP and Physio service

• Access to a wide range of retail discounts

• Salary sacrifice schemes

• Use of the Sports Complex for staff

• A strong, supportive staff community

Pension
Applicants will be automatically enrolled into a 
competitive contributory pension scheme (employer 
contributions up to 14%).

Safeguarding and Protection of Children and 
Young Persons
In accordance with the Children’s Act 1989, on 
appointment post holders will be required to 
commit to their responsibilities with regards to 
safeguarding. In addition, offers of appointment will 
be subject to an enhanced criminal record check 
from the Disclosure and Barring Service (DBS).

These checks will highlight cautions, reprimands, and 
final warnings as well as any convictions. The post 
holder must not have any spent or unspent 
convictions that would prevent working with 
children.

All staff are required to adhere to the School Policy 
on safeguarding and undertake training as required 
and ensure the safeguarding and well-being of 
children and young people at the school, in 
accordance with School policies.

Appointment Method
Interview

The Application Form
Candidates must submit a letter of application 
outlining how they meet the job and person 
specification and what they can offer to the 
Department and the School.

If you have any queries about the completion 
of the form, please contact HR at 
HR@warwickschools.co.uk



Essential Desirable Method of assessment

•

English, and evidence of continued
professional development in a relevant field.

• Degree level or equivalent experience. • Contents of the Application Form
• Copies of qualifications

• Detailed knowledge of ICT applications
including advanced expertise in Microsoft 
Excel.

• Experience of event management
• Experience working with ICT database

systems

• Contents of the Application Form
• Interview
• Professional references

• Ability to work independently, using own
initiative.

• Ability to produce detailed reports and
present complex information in an accessible
way for stakeholders.

• Ability to work under pressure using time
management and organizational skills to
ensure adherence to tight deadlines.

• Ability to interpret varying situations and
solve problems on a day-to-day basis.

• Ability to work collaboratively and lead on
training as required.

• Ability to adapt to new systems and deliver 
training.

• Excellent communication skills and
interpersonal skills.

• Ability to make professional 
recommendations.

• Contents of the Application Form
• Interview
• Professional references

Essential Desirable Method of assessment

Qualifications • Educated to a high level with good Maths
and English, and evidence of continued
professional development in a relevant
field.

• Degree level or equivalent experience. • Contents of the Application Form

• Copies of qualifications

Experience • Working with young people to inspire
reading for pleasure.

• Working in a library setting with experience
of culturing an atmosphere of creativity,
curiosity and independent thinking

• Experience of event management

• Good knowledge of ICT applications and
experience of working with ICT database
systems

• Contents of the Application Form

• Interview

• Professional references

Skills • Ability to form positive relationships with
pupils, colleagues and other professionals.

• Ability to respond to the needs of a range of
learners through activities and book
recommendations.

• Excellent organisational skills.

• Ability to form new ideas in order to
promote reading for pleasure.

• Ability to work independently, using own
initiative.

• Excellent communication skills and
interpersonal skills.

• Ability to make use of a range of pedagogies
to inspire pupils

• Contents of the Application Form

• Interview

• Professional references

Knowledge • An understanding of the different roles
within a school setting and how the
Librarian can support these.

• Confident knowledge of library
management systems and online resources
to enable learners to succeed.

• An up-to-date awareness of Health and
Safety issues

• Contents of the Application Form •
Interview



Essential Desirable Method of assessment

• Commitment to high standards.
• Commitment to own professional 

development.
• Commitment to collaboration, where

appropriate, with other schools in the
Foundation.

• Support for school aims and policies.
• Ability to be positive and enthusiastic.
• Tact and discretion and understanding the

importance of confidentiality and discretion.
• Loyalty and dependability.
• Soundness of judgement.
• Ability to prioritise and organise self.
• Ability to listen and work in a team.
• Strong customer service focus.

• Demonstrate being articulate, presentable, 
co-operative, reliable, customer responsive
with a “can do” attitude with good
communication skills both on the phone and
in person that allows effective
communication at all levels.

• Ability to prioritise.
• Creates a good rapport with staff, parents,

and pupils.
• Ability to organise self and work

independently.
• Ability to listen.
• Ability to work in a team.

• Interview
• Professional references

• A commitment to the safeguarding and well-
being of children and young people at the
school, in accordance with school’s policies

• A willingness to adhere to the school’s policy
on safeguarding and to undertake training as 
required

• Contents of the Application Form
• Interview
• Professional references
• Successful DBS Clearance

• Understanding of the requirements of
Equality and Diversity

Essential Desirable Method of assessment

Personal competencies 
and qualities

A wholly professional attitude to include:

• A love of reading and of the promotion of
reading for pleasure

• Commitment to high standards.

• Commitment to own professional
development.

• Commitment to collaboration, where
appropriate, with other schools in the
Foundation.

• Support for school aims and policies.

• Ability to be positive and enthusiastic.

• Tact and discretion and understanding the
importance of confidentiality and
discretion.

• Loyalty and dependability.

• Soundness of judgement.

• Ability to prioritise and organise self.

• Ability to listen and work in a team.

• A willingness to contribute to extracurricular
activities, school life and events

• Contents of the application form
• Interview
• Professional references

Safeguarding Children, 
Young People and 
Vulnerable Adults

• A commitment to the safeguarding and
well-being of children and young people at
the school, in accordance with the school’s
policies.

• A willingness to adhere to the school’s
policy on safeguarding and to undertake
training as required.

• Contents of the Application Form
• Interview
• Professional references
• Successful DBS Clearance

Equal Opportunities • Understanding of the requirements of
Equality and Diversity.
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