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 Transforming Lives, Transforming Communities 

JOB DESCRIPTION 
 
	Job Title:
	Librarian

	Base:
	Bronte Girls’ Academy

	Reports to:
	DOL Access & Inclusion/DOL Communication
	Grade:
	S3 SCP 5 - 6 

	Staff Responsibility for:
	
	Salary:
	£25,583-£25,989 pro rata

	
	
	Term:
	37 Hours Per Week
Term Time Only
Plus 5 

	Additional:
	As assigned.   
	
	


 
JOB PURPOSE 
To contribute to the development of a school that is transforming the educational standards and character enhancement of our young people with an emphasis on creating a culture that inspires personal growth, development and performance driven outcomes.  

KEY RESPONSIBILITIES AND ACCOUNTABILITIES 
Support for the Principal and Senior Leadership Team  
1. To organise and manage the Learning Centre and its resources to meet the needs of the school’s curriculum and to support the reading, learning and information requirements of the students and staff. 

2. Support effectively a multi-media learning resource centre which contributes to the teaching and learning targets of the school and grows in line with initiatives.

3. Develop the Learning Centres contribution to raising literacy standards and enthusing students to read widely.

4. Lead and recruit Junior Librarians as part of the Leadership Group. 

5. Support and lead on literacy initiatives as part of the schools Guidance and Support Time (GST).

6. Supervise students at set times as part of the schools after school homework support. 

7.  To maintain productive working relationships with pupils, acting as a role model.

8. To promote the library and its resources and services to staff and students.
	
9. To develop the information retrieval skills of students and staff to allow them to access information effectively in both electronic and paper form.




10. To organise the resources effectively and to use display material and other resources to ensure accessibility and attractiveness of the library for information retrieval and leisure use.

11. To comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

12. To contribute to the overall ethos/work/aims of the school.

13. To attend and participate in regular meetings.

14. To recognise own strengths and areas of expertise and use these to advise and support others.

15. To support, uphold and contribute to the development of the school’s equal rights policies and practices in respect of both employment issues and the delivery of services to the community.

16. Other duties of an appropriate level and nature may also be required, as directed by the Principal. The job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after the consultation with the post holder. 

2 	General 
2.1 	Contribute towards the priorities identified within the School Improvement Plan. 
2.2 	Comply with the requirements of Data Protection and other legislation specifically relating to personnel records.  
2.3 	Initiate and manage relevant improvement processes to support the continuous development of staff and the school. 
2.4 	To participate in appropriate staff meetings, training sessions, including INSET, where required governor committees and other meetings as identified by the Principal.  
3 Health and Safety Health and Safety: 
3.1 Comply with all statutory requirements in relation to Health & Safety and be aware of the schools Health & Safety policy.   
3.2 Be aware of the responsibility for personal health, safety and welfare and that of others who may be affected by your actions or inactions. 
3.3 Co-operate with the employer on all issues to do with Healthy, Safety and Welfare. 
 



4 	Continuing Professional Development 
4.1 	Participate in any professional development necessary as identified in School Improvement Plan or performance management reviews. 
5 	Other responsibilities 
5.1 	Promote the Trust’s vision of ‘transforming lives, transforming communities’. 
5.2 	Contribute to the wider life of the Trust and the Feversham community. 
5.3 	Carry out any such duties as may be reasonably required by the Trust. 		           
6 	Records management 
6.1 	All staff who creates, receive, and use records in the course of their job are responsible for ensuring that records are managed appropriately. It is therefore likely that this post-holder will have responsibility for record-keeping as part of the role.  Employees are required to be conversant with the Trust’s policies and procedures on records management. 
 

The job description forms part of the contract of employment of the person appointed to this post. It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. The appointment is subject to the terms and conditions outlined in the ‘Contract’.



PERSON SPECIFICATION 

 
	 	 
	 
	Assessed by: 

	 
No 
	 
CATEGORIES 
 
	 
Essential/ 
Desirable 
	 
App 
Form 
	 
Interview/
Task 

	QUALIFICATIONS 
	
	

	1.  
	4 GCSEs (Grade A* - C) or equivalent including English and Maths  
 
	E 
	 
	 

	2.  
	Evidence of continuous professional development. 
	D 
	 
	 

	3.  
	ICT or administration-related qualification. 
	D 
	 
	 

	EXPERIENCE 
	
	

	5.  
	Experience of working within a secondary school 
 
	E 
	 
	 

	7.  
	Experience of working with ICT effectively e.g. Bromcom, Oliver as a learning, teaching, information and library management tool.
	E 
	 
	 

	9.  
	Experience of working with a wide range of professionals 
	E 

	 

	 


	10.  
	Skills and confidence to be able to instruct groups of young
people
	E 
	 
	 

	11.  
	Knowledge of the school curriculum as it affects the service the library provides.
	E 
	 
	 

	12.  
	Ability to work on own initiative 
 
	E 
	 
	 

	13.  
	Excellent written and verbal communication skills - including the ability to draft concise and accurate reports for a range of audiences. 
	E 
	 
	 

	14.  
	Ability to analyse data and produce management information. 
	E 
	 
	 

	15.  
	Knowledge of MIS – e.g. Bromcom
	E 
	 
	 

	16.  
	Ability to monitor and evaluate projects against criteria. 
	E 
	 
	  

	17.  
	Ability to work autonomously, prioritise conflicting demands and thrive under pressure. 
	E 
	 
	  

	18.  
	Proficient ability in ICT – including all key Microsoft packages. 
	E 
	 
	  

	19.  
	Excellent understanding of administrative procedures and systems. 
	E 
	 
	  

	20.  
	A willingness to work outside of school hours. 
	E 
	 
	  

	PERSONAL QUALITIES 
	
	

	21.  
	Highly resilient and determined in the face of challenges. 
	E 
	 
	 

	22.  
	A passionate belief in the Trust’s vision of ‘transforming lives, transforming communities’. 
	E 
	 
	 

	23.  
	A strong commitment to the School value of ‘Honesty’. 
	E 
	 
	 

	24.  
	A strong commitment to the School value of ‘Respect’. 
	E 
	 
	 

	25.  
	A strong commitment to the School value of ‘Integrity’. 
	E 
	 
	 

	26.  
	A strong commitment to the School value of ‘Inclusiveness’. 
	E 
	 
	 

	27.  
	A strong commitment to the School value of ‘Growth’. 
	E 
	 
	 

	28.  
	Commitment to support iExel Education Trust’s agenda for safeguarding and equality and diversity. 
	E 
	 
	 

	29.  
	Sympathetic to and supportive of the Mixed Multi-Academy Trust Model and ethos of the Establishment. 
	E 
	 
	 
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