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JOB DESCRIPTION

Job Title:

LEAD LIBRARIAN/LEARNING RESOURCE CENTRE MANAGER
Job Location:
Library/LRC 
Responsible to:
Accelerated Reader Coordinator - Line Manager

Responsible for:
Librarian & LRC Assistant

Hours:
36 hours per week Monday-Friday x 44.2 weeks, plus designated   INSET


Monday-Thursday: 08:00-16:00


Friday: 09:00-15:45




Flexibility is essential due to the nature of the role
Key Responsibilities:
Manage the Library/Learning Resource Centre to support and enrich teaching and learning across the School, by enabling students to access a broad range of learning resources, develop learning and information handling skills, and by promoting literacy, reading for pleasure and independent learning.  
Key Accountabilities:

Strategic Management 
· Strategic management and development of the Library/Learning Resources Centre and monitor its effectiveness in achieving the Educational aims and objectives of the School and ensure consistency with local and national best practice 
· Create and implement school library policies and procedures including data protection, copyright, and health and safety legislation  
· Produce regular reports, publications, publicity, and newsletter items to keep staff, students and parents aware of relevant library and literacy developments 
· Develop plans re library services/contribute to School plan with regard library participation 
· Participate in school wide development through attending the regular cycle of meetings with the Line Manager/SLT Line Manager, Heads of Faculty/Department meetings etc. 
Student Development  
· Development of programmes for students to enable them to develop their competencies as learners and their information literacy/learning skills 
· Collaborate with feeder primary schools to support transition between Primary/Secondary School through a range of library-based projects 
· Ensure the positive behaviour of students using the library 
· Involve the school library in home-school liaison projects that develop and support family learning, and support the engagement of parent/carer(s) in their children’s learning and curriculum needs 
Maintain a high quality of provision 
· Acquisition, organisation, dissemination, promotion and maintenance of resources, both traditionally printed and electronic, appropriate to the learning needs of the full age and ability range within the academy community 
· Liaison with staff through meetings, CPD, INSET, induction and on an individual basis to develop provision and promote effective use of the Library across the curriculum 
· Manage a study environment for both curriculum-based and independent learning, ensuring the positive behaviour of students 
Budget Management 
· Manage and maintain control of the library budget  
 Motivating and Managing Staff 
· To line manage a team ensuring an effective and efficient service to the School by delivering training, managing performance and modelling effective behaviour 
· To ensure effective liaison between managers, teaching and support staff and hold regular team meetings with managed staff 
· To undertake recruitment, induction, appraisal, training and mentoring of managed staff 
 Other 
· To undertake such other duties as reasonably correspond to the general character of the post and commensurate with roles of this level within the School.
· To work within a framework of best practice governed by the relevant occupational standards to support excellence in teaching and learning  
· To promote the safety and wellbeing of students, ensuring that the school’s Child Protection and Safeguarding policies and procedures are promoted within the school  
· To be responsible for your own health and safety and that of students and your colleagues, in accordance with the Health and Safety at Work Act 1974 and relevant EC directives 
· To adhere to the Schools Equality policy in all activities, and actively promote equality of opportunity  
· To continue to promote the use of IT in the LRC
· To liaise with the appropriate external agencies, to ensure maximum use of 

    
materials and information for staff

· To organise and supervise student activities within the LRC, ie  quiz 

    
challenges, chess club, and other competitions held within the Library/LRC

· To act as a Team Leader and appraise managed staff on a yearly basis, with responsibility for necessary paperwork

· To undertake any training applicable to the role as directed by the school
· To be a trained First Aider
· To review and develop your own professional practice, including taking part in annual performance review
SAFEGUARDING

· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with Mayfield’s Safeguarding/Child Protection policies

· To undertake compulsory Child Protection/PREVENT Training as directed by the school

Whilst every effort has been made to cover the main duties and responsibilities of the post, each individual task undertaken may not be identified.

This job description is current at the date below, but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the role and the grade.

The duties of the post may be varied from time to time, in a manner that is compatible with the post held at the discretion of the Headteacher/Line Manager.
Name: ……………………………………..

Date: ……………………….

Signature: ……………………………
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