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MOUNT ST MARY’S CATHOLIC HIGH SCHOOL

READING MENTOR & LIBRARY ASSISTANT - JOB DESCRIPTION
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Salary Scale    Salary Scale A1 - £21,019 per annum, pro rata TTO (actual starting salary £17,637).  The post is permanent subject to a 6 month probationary period
Purpose:  
The post is based in the school’s Library, which is a beautiful part of the original convent.  Students have ‘open’ access to the centre before school, at break, lunch and for one hour after school.  In addition to borrowing books, they can use the facilities to study, research and work on coursework/homework and clubs.
The principal purpose and objective of the Library Assistant is to assist the Reading Champion & Library Co-ordinator with developing, organising and promoting the school library to ensure an effective learning resource and information service which supports teaching and learning.

Experience of working in a library, and/or with young people, is not essential.

The successful candidate will need to:

· Have experience of utilising ICT to access and retrieve information.

· Be able to work in a changing environment, and be open to new ideas.

· Have effective communication skills to develop relationships with a wide range of young people and staff.

· Be able to supervise small groups.

· Be organised and able to work under their own initiative.

Main Duties:  

· To assist with organising resources, facilities and services provided by the library resource centre, in conjunction with the Reading Champion & Library Co-ordinator, to allow flexible access and support for curricular activities, study support, independent and recreational use.

· To provide guidance, where appropriate, in the use of ICT applications and other library resource centre facilities.
· To create and maintain displays within the library.
· Any other duties appropriate to the post as designated by the Reading Champion & Library Co-ordinator.

Other Duties:  
· To play a full part in the life of the school community, to support its distinctive mission and Catholic ethos and to encourage staff and students to follow this example.

· To fully support the school in maintaining a strong Catholic character and fostering the faith development of students & staff.

· To display commitment to the protection and safeguarding of children and young people.

· To promote actively the school’s policies.

· To continue personal development as agreed.

· To comply with the school’s Health and Safety policy and undertake risk assessments as appropriate.

· To undertake any other duty as specified in the School Teachers’ Pay and Conditions Document not mentioned in the above.

· To engage actively in the performance review process.
· To display commitment to the protection and safeguarding of children and young people.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.
Mount St Mary’s is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  All successful candidates will be subject to a Disclosure and Barring Service check.  In accordance with Keeping Children Safe in Education, the school will carry out an online search as part of the due diligence on shortlisted candidates.

