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Job Description
Role: Librarian

This job description gives an overall indication of the areas of responsibility of the position, but is by no means all encompassing or fixed. The post may include other duties and responsibilities as determined by management that fall within the general responsibilities of the post. St. Francis’ College Limited (‘the College’) is an equal opportunities employer.

	Location:
	Library

	Accountable to:
	The Librarian is directly responsible to and supervised by the Deputy Head.  However, they may also receive instructions from the Head, who is responsible for the leadership and management of the College and reports to the Board of Governors.


Overall Purpose of the Job


The Librarian’s primary purpose is to manage and develop the library as a learning resource for the College, as part of a team to help achieve the overall aims of the College.  You will be expected to encourage use and learning initiatives from the library and ensure its day to day running. The role covers the Senior and Prep areas of the College.
Main Duties and Responsibilities

	To contribute to the development of school policies on information resources provision in the library.

	To monitor and control delegated budgets.



	To maintain and select of appropriate materials for the resource centre, communicate these to pupils and staff and maintain the library management system 



	To ensure accurate classification and stocktaking on a minimum annual basis to ensure quality material is available for learning.



	To supervise and support students and staff as needed, assisting with reading lists and advice.



	To develop, in association with teaching staff, a relevant information and research skills programme in support of the school curriculum and to implement this.


	To encourage the use of information and communications technology to support learning within the school.



	To liaise with other agencies such as other libraries and museums to identify and progress opportunities for co-operation.

	To arrange author visits, book events and other enterprises to promote reading and literacy.



	Develop monitoring and evaluation mechanisms for the library to understand its use and prepare reports for the senior team.

	To attend in-service and external courses in order to contribute to professional development and to maintain awareness of current initiatives and their potential impact on the school resource centre.

	Any other duties and responsibilities as directed by line management.


Other Duties

To support the College Alumni activities as needed.
General

Owing to the presence of girls in the College, strict rules governing staff behaviour and, in particular, regarding access to areas of the College, are in place.  Details may be obtained from the Bursar.
Training and Work Equipment 
The Librarian will be expected to hold a current qualification.  The College will provide training or pay reasonable training costs where the need arises.  “Everyday” work equipment and Personal Protective Equipment, if required, will be provided by the College.

Person Specification

Role: Librarian
	Essential
	Desirable

	Education: 

· A degree
· Post graduate diploma in Librarianship/Information Science
	Education: 

· chartered librarian.

	Skills:
· Awareness of literature for young people
· Ability to work independently and build positive relationships with teachers and pupils.

· Highly cooperative and able to introduce new suggestions.

	Skills:

· Past work experience in a similar field

	Experience: 

· 
	Experience: 

· 

	Knowledge:

· IT literate, with good knowledge of internet learning especially in an education setting.
	Knowledge:

· 

	Other:

· Knowledge of safeguarding
	Other:

· 


