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Job Title Study Centre Manager/Librarian 

Reporting To Assistant Headteacher Teaching and Learning - Literacy 
 

Scale / Salary Range / 
Contract 

NJC Scale 4 - 5: Scale points 8 - 13. £27,709 - £30,023 FTE. 
Actual salary £9,850 - £10,673 per annum based on working 
15 hours per week (2 full days), term time only plus 1 week 
(including training days).   
Maternity Cover. 

 

Core Purpose 

• To strategically lead the development and use of the Study Centre resources in relation to 
learning and teaching 

• To supervise the correct use of study resources within the Study Centre environment 

• To work alongside the teaching staff to develop the uses of the Study Centre across the 
curriculum 

• To pioneer the cutting edge use of the Study Centre within an educational context  

• To develop the Study centre and improve collaboration within the school and beyond 

• To advise and support staff in the use of the Study Centre for learning and teaching 

• To support the development of the Study Centre resources throughout the School 

• To work with the Assistant Headteacher Literacy to produce a Study Centre Development Plan 

• To assist in planning and monitoring the Study Centre budget 

• To be responsible for the implementation of the school’s Study Centre user policy  
 

 

Key Accountabilities (and specific duties/responsibilities): 

• To support the development of the whole School Study Centre provision to ensure that the 
educational needs of the School are met; liaising with all staff on potential development areas. 

• To supervise the Study Centre before, during and after school hours to ensure good order is 
maintained and a calm learning environment is provided for the users.To develop, implement and 
communicate policies, procedures and processes concerning Health and Safety (including 
risk/emergency management). 

• Advise on procurement of all printed materials, software and other resources for the future 
developments of the Study Centre. 

• Administer arrangements for maintaining a secure learning environment within the Study Centre. 

• Support the coordination of collaboration with partner primary schools regarding Study Centre 
provision. 

• Maintain records and assist in the monitoring of usage and effectiveness of the School’s Study 
Centre by gathering statistical data and qualitative feedback. 

• Maintain an awareness of IT and other Study Centre resource developments in the educational 
sector. 

• Support the coordination of classroom support to teachers using the Study Centre resources.  

• Oversee Study Centre provision to all users and where appropriate produce user-friendly guides 
to enable the systems to be fully used by all staff and students. 
 

 



 

  

     

 
Other Specific Duties: 

 

 

• The Trust Central team are located on site at the Polaris Multi Academy Trust Offices. There will be a 
requirement for multi-site working at academy / school level, based on the needs of the Trust and 
requirements of the role. 

• To attend team meetings and staff meetings and maintain confidentiality inside and outside the workplace. 

• To continue personal and professional development as required. 

• To actively engage in the performance review process.   

• All support staff may be used to perform appropriate duties as and when required by the Trust, 
commensurate with the salary grade of that post if it is higher than the employee’s current salary. 

• To work in the best interests of the Trust, its pupils, parents and staff. 

• To adhere to the Trust’s policies and procedures with particular reference to Child Protection, Equal 
Opportunities, Teaching and Learning and Health and Safety. 

 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual 

task undertaken may not be identified.  Employees will be expected to comply with any reasonable request 

from a manager to undertake work of a similar level that is not specified in this job description. 

 
This job description is current at the date shown, but, in consultation with you, may be changed by the Trust 

to reflect or anticipate changes in the job commensurate with the grade and job title and/or Trust. 

 

 

 

 

 

 

 

 

 

 



 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PERSON SPECIFICATION 

KEY CRITERIA ESSENTIAL DESIRABLE 

Qualifications 

& Experience 

 

• numeracy and literacy skills 

• experience of working in a similar 
environment  

• Library/Study Centre experience  
 

• experience of working 
with children aged 11-16 

• 4 GCSE’s including 
English and Maths (or 
equivalent) 
 

Knowledge & 

Understanding 

 

 

• knowledge of MS Office, including Word, 
Excel, Publisher and Powerpoint. 
 

 

• understanding of 
Safeguarding and Child 
Protection issues. 
 

Skills & 

Abilities 
• IT skills 

• work as an effective team member and apply 
given instructions 

• able to apply written and verbal instructions 
to equipment 

• able to accurately input information onto 
databases 

• able to organise, plan and complete tasks    

• able to work in a school environment, around 
children and young people 

• high personal standards and able to provide 
a role model for students and staff 

• seek support and advice when necessary 
 

• willingness to develop 
own understanding 
through advice and 
training 

• think clearly in 
emergency situations 
 

Personal 

Qualities 
• enjoyment of working with young people  

• excellent organizational skills 

• an excellent record of attendance and 
punctuality prioritise and manage own time 
effectively 

• respect confidentiality 

• reliability, integrity and stamina 

• strong team player 
 

 

 

 

 

 

 

 

 

 


