[image: image1.png]iz

Waltham Forest




JOB DESCRIPTION
Job Title: 
Assistant Librarian
Department: 
CYPS
Division: 
Schools
Grade:  
Scale 3
Range:  

Responsible to:  
Librarian

Job Purpose

To assist the Librarian in promoting and developing the school library in order to enable pupils’ learning.
Supervising and assisting pupils (one to one and in small groups) using library resources.

Contribute to the effective organisation of the library and its resources with administrative and clerical support.
Key External Contacts

· Colleagues in other school libraries
· Suppliers
Key Internal Contacts
· Heads of Department
· Staff

· Pupils

Major Tasks, Duties and Responsibilities

1 Key Activities – Operational
· Assist the Librarian with organising and managing the school library service, guiding and assisting pupils and teachers using the library.
· Under the direction of the Librarian, to ensure that all books are catalogued, classified, recorded and filed appropriately.

· Assist the Librarian with maintaining and promoting stock to meet the needs of pupils and staff.
· Guiding and assisting pupils with selection of information sources to undertake assignments.
· To assist the Librarian with giving advice to children on personal reading appropriate to the age group in question.

· To assist the Librarian in arranging and implementing a programme of activities to promote the library service appropriate to the age group taught, children’s literature and reading, for example Baby Rhyme Times, Story times, holiday activities, reader development activities such as Family Reading Groups and Chatter books, reading groups.
· To provide administrative support, e.g. photocopying, typing, filing, collation of pupil reports, receiving deliveries.


· To retrieve and update information on manual and computer based systems and oversee the issue and discharge of books and other materials.
· To assist the Librarian in arranging the library to create a positive learning environment including arranging displays and exhibitions.
· To keep abreast of current developments relevant to children and young people such as study support, Book start, and reader development initiatives.
2
Key Activities – Organisation & Supervisory
· Under the direction of the Librarian, supervise small groups of pupils undertaking a teacher–led learning activity by co-ordinating and explaining basic instructions for the activity.
· Ensure the behaviour of pupils in the library area is appropriate.

· Report student and school issues in line with the School’s policies for health and safety, child protection, behaviour management etc.

· Attend meetings and training sessions as required.

· Be involved in extra curricular activities, e.g. open days, presentation evenings.
3
Responsibilities

· Be aware of and comply with school policies.
· Be aware of the school’s responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with this.
· Contribute to the overall ethos/work/aims of the school

· Establish constructive relationships with pupils, schools staff and other professionals.
· Treat all users of the school with courtesy and consideration

· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all

Other requirements:

· To have an up-to-date Enhanced DBS Disclosure.

Assistant Librarian
Person Specification

1.      Experience 

· Experience of working with young people is essential

· Experience of working in a school environment is highly desirable.

· Experience of working in a library is desirable.

2.

Qualifications 

· Professional Certification in librarianship such as ACLIP or prepared to work towards qualification 
     
3.

Knowledge, Skills and Abilities

· Enjoy working with children and young people
· Knowledge of children’s literature

· Good written and oral communication skills 

· Good ICT, literacy and numeracy  skills

· Sound organisational and administrative ability

· Ability to manage students’ behaviour

· Ability to work under pressure and to deadlines

· Ability to work independently and organise own work

· Ability to work as part of a team

·  Information retrieval skills
· Commitment to safeguard and promote the welfare of children and young people
· Ability to demonstrate commitment to Equal Opportunities
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