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EXHALL GRANGE

SPECIALIST SCHOOL



Job Description
	Job Title:
	Learning Resource Co-Ordinator



	Salary Grade:
	SCALE I:  Pts 17 – 20 
37 hours per week, 39 weeks per year
	JEID REF: S0063

	School:
	Exhall Grange Specialist School 

	Responsible to:
	Headteacher / Assistant Head Teaching and Learning

	Purpose of the role
	To have a lead responsibility for maintaining the Learning Resource Centre within the school, working under the direction of the Assistant Headteacher of Teaching and Learning. To effectively run the Learning Resource Centre and Literacy Intervention. To contribute to the school’s statutory duty to safeguard and promote the welfare of children.

	Responsibilities
	RESPONSIBILITY FOR OTHERS:  The post has considerable impact on the well-being of pupils through contributing to the assessment of pupil need and progress, the development and implementation of learning activities, adjusting according to pupil response and providing appropriate care/support to pupils with complex health care and/or learning needs.
RESPONSIBILITY FOR STAFF: The post has responsibility for the management of the Literacy Intervention staff and resources. 

RESPONSIBILITY FOR FINANCE: The post has direct responsibility for a small budget.

RESPONSIBILITY FOR PHYSICAL RESOURCES: The post has some direct responsibility for physical resources, involving the careful, accurate, confidential and secure handling and processing of information and/or ordering/stock control of a limited range of supplies. Overseeing the distribution to pupils of learning resources such as Laptops, iPads, coloured paper, inlays and headphones.  




TYPICAL TASKS: 
Education:
· Provide a welcoming and enriching service for users of the Learning Resources Centre and provide supervision to ensure appropriate use of the area 
· Provide assistance to pupils and staff with maximising the use of learning resources, including books, on-line services, multimedia and the use of Tablets, laptops, downloading digital content or the use of photocopier/laminating/binding facilities
· Proactively liaise with Curriculum areas and Subject Leaders to prepare physical and on-line resources accessible to their respective pupil cohorts

· Assist in procurement, development and / or preparation of learning materials

Curriculum Support:
· Apply considerable depth of knowledge and understanding of literacy intervention across the whole school age range in supporting teaching, learning and development of pupils, using a wide variety of resources to provide learning support to the pupils

· Attend training and keep up to date with Literacy Intervention teaching methods and approaches

Pupil Support:
· Use specialist literacy knowledge and expertise to provide appropriate and differentiated support to pupils

· Prepare intervention resources and materials which will specifically target pupils’ precise literacy needs
Teacher support:
· Support the Senior Leadership team in guiding the work of other teachers and support staff in the library setting to optimise the use of the Learning Resource Centre.

Learning Resource Centre roles and responsibilities:
· Maintain an attractive and orderly environment to promote learning
· Receive and process new books/resources which are organised for pupils using the Accelerated Reader programme
· Maintain accurate records of resources issued/returned

· Pursue overdue resources

· Maintain a booking system for use of centre (including use of computers and Ipads)

· Ensure technical equipment is maintained in good working order, organising repair and replacement as necessary

· Order/replenish stocks and materials, in liaison with appropriate departmental teaching staff

· Catalogue and classify books using the Accelerated Reader program and other resources

· Provide appropriate guidance/support to teachers on learning materials relevant to the curriculum

· Liaise with teachers over Learning Resources timetables

· Promote/encourage effective pupil use of learning resource facilities including to provide induction courses in library skills, weekly morning break and lunchtime paired reading sessions, training of pupil librarians, book talks to pupils and advising/guiding pupils on effective use of the Learning Resources Centre and supervising revision sessions
· Assist with organising quizzes/games and events to encourage reading for pleasure and pupils’ use of the Learning Resource Centre
· Manage and supervise pupils in the Learning Resource Centre
· Maintain up to date stock of relevant newspapers and periodicals

· Liaise with School Library Service and other organisations offering learning resources

· Act as link and attend meetings with School Library Service and other organisations offering learning resources

· Administer passwords & log-ins for Computerised Progress Indicator Assessments such as GL Assessment and Accelerated Reader.

· Provide Accelerated Reader and GL Assessment Reports to inform teachers of pupil progress.

· Undertake training as required

	Person Specification

	The person specification provides a list of essential and desirable criteria (skills and competencies) that a candidate should have in order to perform the job. Each of the criteria listed below will be measured through; the application form (A), a test / exercise (T), an interview (I), a presentation (P) or documentation (D).


	Essential Criteria
	Assessed By;

	Hold a recognised and relevant qualification at NVQ level 4 (or equivalent) or have evidence of equivalent knowledge and experience.
	A, D

	Minimum GCSE (or equivalent) English and Maths at grades A-C / 9-4
	A, D

	Have a detailed understanding of literacy skills for pupils aged 4 to 19 years
	

	Have a good understanding and experience with special educational needs
	A, I

	Be able to supervise in the Learning Resources Centre and manage behaviours
	A, I

	Be able to research information through computer/internet
	I

	Display commitment to the protection and safeguarding of children and young people
	I

	Understand and have experience of ICT as a learning tool
	I

	Good communication and listening skills and able to present information, verbally and in writing
	I

	Able to exercise initiative and independent action
	A, I

	Be pro-active in offering ideas and contribute to whole school review
	A, I

	Able to adapt teaching styles to the needs of groups or individual pupils
	A, I

	Value and respect the views and needs of the children
	A, I


	Desirable Criteria
	Assessed By;

	Previous experience of working in a library or learning resources environment
	A

	Knowledge and understanding of the school’s curriculum
	A, I

	Have full knowledge of what resources are available and their uses
	A

	Have knowledge and understanding of the equipment (AV, projectors, DVDs, computers, scanners, digital cameras etc.), equipment operation and be able to demonstrate to users
	A, I


	We are committed to Safeguarding and promoting the welfare of all those we serve, as well as complying with best practice in the application of safeguarding. Therefore, as this role requires working with Children or Vulnerable Adults a Disclosure and Barring Service (DBS) Disclosure will be required as part of the pre-employment checking process, and rechecking will be required as and when determined by the relevant policy.

	Working Conditions

	The working conditions relate to those non-contractual elements of the job that may impact on the holder of the position, as well as those workplace-based responsibilities that are part of this job. These are not contractual but provide a guide to the working conditions and the potential hazards and risks that may be faced.

	Health & Safety at Work

	To take responsibility for your own health, safety and wellbeing, and undertake health and safety duties and responsibilities for your role as specified within Warwickshire County Councils Health and Safety Policy, and all other relevant health and safety policies, arrangements, procedures, systems of work as specified for the post/ role.

	Potential Hazards & Risks

	The potential significant hazard(s) and risk(s) for this job are identified below. The purpose of recording this information on the job description is so that the health status of the potential and actual post-holders can be assessed with regard to the significant hazards and risks. These hazards and risks should be based on the appropriate activity, process and/or operation risk assessment whereby all of the significant risks are identified, recorded and appropriately controlled. The list below is therefore not an exhaustive list because it is the risk assessment that details all significant risks that could arise out of or in connection with the work activity, but any others will be identified in the ‘other’ section.

	· Significant use of computers (display screen equipment)

· Work with vulnerable children or vulnerable adults


2
Job Description – Learning Resources Co-Ordinator ( Page 1 of 3

