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Job Description
Librarian (Part-Time – 2 Days per Week)
[bookmark: _GoBack]Location: St Aloysius College, N6 5LY
Hours: 2 Days per Week (14 hours per week) 8:00 am – 16:00 pm
Contract: Part-Time, Term Time Only                                                                                                                    Salary: £13,406.36 (Actual Salary)
Reporting to: Assistant Headteacher 
Job Purpose
St Aloysius College is seeking an enthusiastic and organised Librarian to manage and develop the school library as a vibrant learning environment that supports literacy, independent learning, and a love of reading across the school community.
The successful candidate will be responsible for the day-to-day operation of the library, supporting students and staff in accessing resources, promoting reading initiatives, and maintaining an engaging and welcoming learning space.
Key Responsibilities
Library Management
· Manage the daily operation of the school library.
· Maintain an organised, accessible, and attractive library environment.
· Catalogue, classify, and process new books and resources.
· Monitor stock levels and recommend new purchases in line with curriculum needs and student interests.
· Undertake regular stock audits and maintain accurate library records.
Student Support
· Support students in locating and selecting appropriate reading and research materials.
· Encourage reading for pleasure and independent learning.
· Assist students with information and digital literacy skills.
· Provide guidance on the responsible use of library resources.
Literacy Promotion
· Develop and promote reading initiatives across the school.
· Organise book displays, reading challenges, and themed library events.
· Support activities linked to World Book Day and other literacy-focused events.
· Work with teaching staff to promote literacy and curriculum enrichment.
Administrative Duties
· Manage the library management system, including issuing and returning books.
· Monitor overdue loans and communicate with students regarding returns.
· Maintain accurate records and produce reports as required.
· Liaise with suppliers regarding orders and deliveries.
Health and Safety
· Ensure the library remains a safe, secure, and welcoming environment.
· Comply with school safeguarding, health and safety, and data protection policies.
· Promote positive behaviour and uphold school expectations within the library.
Safeguarding
St Aloysius College is committed to safeguarding and promoting the welfare of children and young people. All appointments are subject to satisfactory references, enhanced DBS clearance, and all other pre-employment checks in line with Keeping Children Safe in Education guidance.
Equal Opportunities
The post holder will be expected to carry out all duties in the context of and in compliance with the School’s Equal Opportunities Policies.

















Person Specification
	Criteria
	Essential (E)
	Desirable (D)

	GCSE English and Mathematics (Grade C/4 or above, or equivalent)
	E
	

	Experience working in a library, educational setting, or customer service environment
	E
	

	Excellent organisational and administrative skills
	E
	

	Good ICT skills, including Microsoft Office applications
	E
	

	Excellent communication and interpersonal skills
	E
	

	Ability to work independently and manage competing priorities
	E
	

	Ability to establish positive relationships with students, staff, and visitors
	E
	

	Commitment to safeguarding and promoting the welfare of children and young people
	E
	

	Library or Information Management qualification
	
	D

	Experience using library management software
	
	D

	Experience working in a secondary school environment
	
	D

	Knowledge of children's and young adult literature
	
	D

	Experience organising reading promotion events and literacy initiatives
	
	D

	First Aid qualification or willingness to undertake training
	
	D
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