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Job Description
This document summarises the purpose of the job and lists its key tasks.  It is not a definitive list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the school, in consultation with the postholder.

SALARY:

NJC GRADE 7, points 14 - 19



£23,484 - £25,927
(£20,051- £22,137 pro rata)

HOURS:

Full-Time, Term Time Only plus Inset days



8.00 am – 4.00 pm (3.30 pm on Friday)

37 hours per week with 30 minutes unpaid lunch break

LOCATION: 

Worthing High School

South Farm Road




Worthing

West Sussex BN14 7AR




Headteacher: Pan Panayiotou
	Job Title : Learning Resources Centre Manager

	SCH

	Accountability : Reports to Subject Leader English, ultimately to Headteacher 


	This appointment is based in the Library.  
The appointee is responsible for 
1. To undertake supervision and line management responsibilities of Library Assistant.


2. To supervise the Learning Resources Centre (LRC) to maintain a calm, orderly environment, conductive to effective independent learning.


3. To manage the implementation and day-to-day process around Accelerated Reader. 

4. To undertake all stock management responsibilities, including selection, editing, cataloguing, processing and storage, of materials, in liaison with teaching colleagues and in line with School policy.


5. To monitor the annual budget


6. To liaise with ICT support staff to maintain the availability of LRC software and hardware, including ACCESSIT.

7. To maintain ACCESSIT and the WebApp.


8. To actively promote the LRC, using displays and other promotional activities as well as produce the LRC Newsletter each month.


9. To maintain the security of the LRC materials, and ensure the LRC is maintained in line with current Health & Safety regulations as they apply to all users.


10. To encourage student participations in LRC activities, including running book clubs for each year group.


11. To create a monthly newsletter – see below

12. Run the 13 by 13 and 15 by 15 Reading Challenge

13. To support teaching colleagues, by providing professional expertise in information and learning resource management.


14. To perform any other duties as appropriate to ensure the smooth running of the LRC and the school.



	Person Specification

Qualification criteria 
5 GCSE’s at Grade C or above (or equivalent)
Educated to A level or beyond (desirable)

Skills, Knowledge and Experience 

Experience of working with young people

Administration and organisation

Able to encourage learning and promote good behaviour for learning

Able to deal effectively with the wider range of LRC stakeholders including parents, staff, governors and other visitors

Good communicator with a high level of both verbal and written competence

ICT literate and competent in the use of a range of ICT packages including Microsoft Office Word & Excel 

Able to “multi task”
Management experience (desirable)
Experience of working in a school and/or in a similar role (desirable)

Experience of database/book issue systems – in particular the AccessIt system

Understanding of, and interest in, the promotion of reading
Personal characteristics 

A passion for learning

Enjoys working with young people

Highly motivated, well organised, accurate and thorough

Able to show good judgement and command respect from colleagues

A positive, flexible and proactive team player

	Flexibility:
· Undertake any other reasonable duties from time to time as may be directed by the Headteacher

· To deliver services effectively, a degree of flexibility is needed and the post holder may be required to perform work not specifically referred to above.




Please note, because of the nature of this job, if you are successful in your application you will be subject to a criminal record check from the Disclosure and Barring Service before the appointment is confirmed.  This will be done by means of applying for an “Enhanced Disclosure”.  Disclosures include details of cautions, reprimands or final warnings as well as convictions, spent or unspent.
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