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Job title:

LRC MANAGER AND STUDENT COMMUNICATIONS LEAD 
Job Purpose:
Ensure a well-resourced and well-managed learning resource centre is available to support and enhance the curriculum, raise achievement and promote equality and inclusion.


Support the whole school strategy for Reading and Literacy.


Develop and lead on a new initiative: “ACTV” (a student-led school TV channel) aimed at developing student skills via clubs and interest groups, and linking with local employers, FE and HE providers. 

Accountable to:
Deputy Headteacher
Hours of work: 
Full time (36.25 hours a week) 8.30am – 4.30pm
Scale: 

Band 5 (points 19-22)
Contract:

Term time plus one week
Duties and Responsibilities:


Altrincham College is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
Learning Resource Centre (main school)
1) The management, promotion and operation of the school library and a wide range of resources in a variety of formats, traditional and electronic, and the equipment to access them. 
a) Liaison with all departments in the school and with the wider learning community to ensure appropriate access to learning resources.
b) Responsibility for the acquisition, organisation, dissemination and exploitation of resources appropriate to the learning needs of the full age and ability range within the school
· Operating efficient lending systems and other library procedures 

· Helping learners to identify, locate and access the information they need 

· Maintaining local and regional catalogues and indices for all books and audio-visual resources
· Manage a study environment for both curriculum-based and independent learning; this involves the management and integration of both physical spaces and virtual learning environments and supervision of students
· Ensure equipment is maintained and repaired
c) Helping students and staff develop the transferable information, learning and knowledge access skills which are the core skills of independent lifelong learning 
· Preparation of booklets, exhibitions and displays to enhance pupil learning and development 
· Delivering library induction and research skills sessions
d) Keeping well-stocked and up-to-date careers and Post-16 information 
e) Working closely with the Deputy Head, Associate Assistant Head (Reading Strategy) and Head of English to promote and develop strategies for whole school reading and literacy (for information, recreation and reading for pleasure) 
· Organisation of events and promotions
· Supporting the Reading Initiative during lesson time
· Resourcing and maintaining a staff CPD library in the staffroom
· Keeping up to date with new developments relevant to school librarianship

2) Developing audio-visual communication across the school through a new initiative “ACTV” by:
a) Sourcing the funding required to buy specialist equipment 
b) Recruiting students across all year groups to become involved in ACTV and running the enrichment activity associated with this on an extra-curricular basis

c) Using your own audio-visual skills to train students in the use of equipment to facilitate an in-house regular broadcast

d) Working with students on writing articles for presentation and training presenters

e) Liaising with external businesses and organisations to raise the profile of ACTV and the skills this initiative affords students for future training and employment

f) Keeping up to date with new developments relevant to school TV and other internal communications

3) Working closely with the Sixth Form LRC Manager to ensure a co-ordinated approach across the school.
Other

4) To undertake any other duties commensurate with the grading of the post as directed by the Headteacher

This job description is not necessarily a comprehensive definition.  It will be reviewed annually and when appropriate. It may be subject to change or modification at any time after consultation. 

PERSON SPECIFICATION
JOB TITLE: LRC Manager and Student Communications Lead

	Essential
	METHOD OF ASSESSMENT *

	1.  Qualifications/Training etc.

	· Relevant Professional Qualification 

· English and Maths GCSE or equivalent (Grade C or above)

· Post-16 qualifications (e.g. A-Levels) and a degree would be desirable, but are not essential.

	· A/C/I
· A/C/I


· A/C/I

	2.  Experience

	· At least two years proven, relevant, experience.
· The ability to manage and disseminate information cleverly, clearly and succinctly in a range of different media.
· The ability to manage a budget.
· The ability to communicate effectively with people both in writing and orally and present and interpret information to a wide range of ages and abilities.
· Proven evidence of successful working relationships with young people.

	· A/I

· A/I/T
· A/I

· A/I/T
· A/I/T


	3.  Knowledge

	· Working knowledge of Microsoft Office Packages.


· Working knowledge of audio-visual software/equipment or a willingness to learn with training.
· Understanding and respect for confidentiality in relation to all issues connected with the role.
	· A/I

· A/I/T
· A/I

	4.  Skills & Abilities

	· Proven ICT and audio-visual literacy.

· Ability to enthuse young people to produce work to high standards.
· Ability to promote the Learning Resource Centre (LRC) as a centre of knowledge exchange. 

· Self-motivated with proven ability to work on own initiative and to organise and prioritise tasks.
· Ability to work as part of a team of teaching and support staff.

· A willingness to adapt to a changing environment and meet differing challenges.
· A highly organised person who pays excellent attention to detail and accuracy.
· Able to offer some flexibility in working hours where necessary and be available for occasional out of hours work.
· Willingness to undertake training and keep abreast of current issues relevant to own area of work through networks, conferences and other meetings or training
	· A/I/T
· A/I/T
· A/I

· A/I

· A/I

· A/I

· A/I


· A/I
· A/I

	Desirable
	METHOD OF ASSESSMENT *

	· Experience of managing class-sized groups of students.
· Knowledge of how to establish a school TV platform with students.
· Teaching qualification (e.g. PGCE).
· Experience of behaviour management. 

· Learning support skills/ experience.
· An ability to network successfully with local business/the TV industry

	· A/I

· A/I

· A/I

· A/I/T
· A/I/T
· A/I




* Method of Assessment

A = Application form, C = Certificate, T=Task, I = Interview, 

