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ST. ANSELM’S COLLEGE

Catholic Voluntary Aided Grammar School for Boys, 11-18

Manor Hill,

Birkenhead,

Wirral  CH43 1UQ

ROLE AND RESPONSIBILITIES OF THE COLLEGE LIBRARIAN/LEARNING RESOURCE MANAGER

The College

St. Anselm’s College is a Roman Catholic Grammar College for boys in the Diocese of Shrewsbury.  The College was founded in 1933, by the Congregation of Christian Brothers, to provide Catholic Education for the boys in the area.  From 1944 to1975, it operated as a Direct Grant Grammar College.  When Direct Grant was phased out, the College became Independent and remained so until 1995, when the College became the first College in the country to opt back into the maintained sector as a Grant Maintained College.  From September 1999 the College was Voluntary Aided  and became an Academy in June 2011.  It remains under the Trusteeship of the Christian Brothers.  The College is heavily oversubscribed with 5 Form entry, and 980 on roll.  Currently, there are 210 boys in the Sixth Form.

The College was inspected by Ofsted in July 2019 and judged to be “Good” in all areas. St Anselm’s has been the top 6th Form in Wirral for progress from GCSE to A Level since 2017. We were the top maintained 6th Form in Merseyside in the 2020 DfE 16-19 Progress Tables.

The College was also inspected by Shrewsbury Diocesan Inspectors in March 2019 and judged to be “a good Catholic Grammar College with outstanding features.”  

The Headmaster enjoys the support of a highly committed, hard-working, yet cheerful, staff.  Most colleagues put time in above and beyond any minimum requirement and the confines of their job descriptions.  This has the effect of creating a positive and rewarding environment in which to work.

Purpose
To provide a high-quality Library service and a supervisory role within the College. The role will foster and develop the habit of reading, encouraging reading for pleasure as well as for purpose. The postholder will take responsibility for overseeing the day-to-day running of the Library, ensuring a purposeful environment and maintaining the resources and equipment.
Main Responsibilities
· To ensure that the Library operates effectively on a day-to-day basis, providing a welcoming environment and maintaining a productive learning atmosphere at all times.
· To manage the Library budget, processing orders for new stock and resources through our ordering system and ensuring stock is rotated. The postholder should collaborate with the Head of English, Teacher i/c Literacy and Deputy Headteacher (Curriculum) to ensure that suitable books and resources are available.
· To classify, catalogue and index all Library books and resources using the school systems appropriately.
· To manage the workload of the Library, ensuring that books are booked out/checked in, resources are returned and ensuring that the Library is kept tidy with a welcoming atmosphere.
· To train student helpers.
· To monitor the balance of stock, ensuring coverage of suitable subjects by age and ability, selecting new material for purchase or loan as required.
· To manage the purchasing of orders and liaising with Subject Leaders to ensure relevant revision guides and materials are available.
· To provide support on Open Evenings, Enrichment Days and at other College events, working alongside event organisers.
· To manage the system for keeping records of stock up-to-date and for the borrowing and return of the Library's resources.
· To ensure suitable stock is available for the Sixth Form independent study area (from Sept 2023).
· To utilise the local and national Library networks, and other external providers, to supplement and enrich the resources of the Library.
· To create, manage and maintain engaging displays within the Library area and manage and maintain displays, to promote the Library and its resources.
· To deliver a Library induction programme for all students, either delivering to whole classes or to individual students, and ensure that students are conversant with the use and routines of the Library.

· To support College systems by the completion of student records, as required.
· To develop programmes of activities involving external providers/guest speakers to promote the widest possible use of Library facilities and resources.
· To promote reading through competitions and the use of displays to stimulate learning.
· To support students in developing their research skills and providing them with guidance on the resources available to them.
· To support the enhancement of reading for pleasure, in line with Ofsted expectations working closely with the Head of English, Literacy and Deputy Headteacher i/c Curriculum and supporting new initiatives and ideas.
· To supervise homework and revision clubs and sessions after-school.
· To collate and evaluate reading data as required.
· To deliver reading interventions: reciprocal reading, 1-2-1 reading, group reading.
· To provide support in registering students accurately using SIMSs and supervise students as required prior to the start of the College day.
· To supervise quiet areas during the College day either in the Library, classrooms or in the 6th Form areas.
· To provide support when required in the wider support staff team with administrative work, liaising with parents and supporting with first aid duties.
· To ensure that health and safety regulations are adhered to within the Library at all times.
· To engage actively in the performance management process and continued professional development and learning.
· To undertake supervision duties when required before and after school, and during student break and lunch times.
· To act as a Fire Sweeper in line with the school's Emergency Evacuation Policy and Procedure.
· To follow College GDPR and confidentiality policies.
General Information
· The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility.
· The Health and Safety at Work etc. Act, 1974 and other associated legislation places responsibilities for Health and Safety on all employees.
· Therefore, it is the postholder's responsibility to take reasonable care for Health and Safety and Welfare of him/herself and other employees in accordance with legislation.
· The above duties may involve having access to information of a confidential nature which may be covered by the GDPR. Confidentiality must be maintained at all times.
Your duties may involve access to information of a confidential and sensitive nature which may be covered by the General Data Protection Regulation (GDPR). All employees of The Consortium School Trust will be expected to comply with the GDPR when handling any personal data. Confidentiality must be maintained at all times. In addition to the above the post holder must be committed to safeguarding and promoting the welfare of children and young people.
This job description wilt be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder's professional responsibilities and duties. In addition, you may be expected to take part in any other reasonable duties which may be required.
Person Specification

Job Title:
Librarian and Study Support Supervisor
	Category
	Essential
	Desirable
	Evidence

	Qualifications and Professional Development
	· Good standard of education including GCSE English and Maths
· Appropriate ICT skills
	· Good honours degree
· Qualified Librarian
	· Application Form

	Skills, Knowledge and Understanding
	· Organise and manage all aspects of the Library operation to develop an effective and relevant provision
· Lead on the process of Library stock and selection
· Manage all aspects of the Library Management System; ensure a comprehensive catalogue (including digital texts, external electronic resources and media) is in place and monitor use and provision

· To manage and maintain displays
· Effective verbal and written communication skills to engage colleagues, students and other professionals
· Microsoft Office, especially Outlook, Excel and Word
· Good time management skills - be able to prioritise work
· Ability to manage a budget
	· Ability to engage and work with individuals external to the organisation to enhance provision
· Understanding or experience of reading interventions
· Knowledge of online learning resources/ Microsoft Teams
	· Letter of
application
· Interview
· References

	Personal Attributes
	· Work collaboratively with staff and students to create and develop a Library that inspires and engages users
· Training of student helpers
· Teach students how to use the Library
· Build and form good relationships with students and colleagues
· Commitment to the College's values
· Willingness and enthusiasm to contribute to the life of the College
	· Experience of working
with young people in a school setting
· Willing to complete a
first aid qualification
	· Letter of application
· Interview
· References


This post is subject to an enhanced Disclosure and Barring Service (DBS) check.
Closing date for completed applications (i.e. completed support staff application form available from our website) :
Monday 3rd October 2022
Interviews will take place during the following fortnight.

NB:
At St. Anselm’s College we are committed to the safeguarding and promotion of the welfare of all pupils in our College community.  All staff have a responsibility to ensure that our pupils feel cared for, valued, safe and respected.

All staff have a duty to ensure that pupils are protected from harm and that they are given opportunities to have optimum life chances so that they enter adulthood successfully.

September 2022
