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Library Assistant 
	Reporting to:


	Learning Resources Centre Manager 

	Main duties and responsible for:


	Supervising students using the Library 

	Liaising with:
	Headteacher, Deputy and Assistant Headteachers, teaching staff, support staff, students and parents 

	Working time:


	23 hours per week, 39 weeks per year

	Salary/grade:


	Scale C 

	Using the library catalogue (Softlink Oliver v5 library management system) and book related tasks


	· To issue, return and renew books for borrowers 
· To search the library catalogue to help students and teachers to find relevant resources.

· To select books for teachers’ book box requests using the library catalogue.
· Check new resources deliveries on arrival.

· To prepare new resources for shelving.

· To enter new resources on the library catalogue
· To recommend good books for students to read (suitable for their interest and ability) and staff.

· To look for missing stock 
· Repair resources as and when needed

· Removal of old stock from catalogue

· Attend School Library Service (SLS) to help choose new resources 



	Shelving and keeping the library tidy


	· To tidy the library after busy periods and at the end of the day – chairs, magazines, books.

· To shelve books, fiction and non-fiction using Dewey Decimal System.

	Photocopying, printing and scanning


	· To carry out small amounts of photocopying and scanning for students.

· To monitor the photocopier paper and keep topped up.




	
	


	Other Items:

	· To ensure that all College child protection and data protection policies are adhered to and concerns are raised in accordance with these policies.

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.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

Date: January 22


Library Assistant Person Specification

	Area 
	Essential
	Desirable

	Qualifications
	· Good general level of education including 5 GCSEs A*-C or equivalent


	

	Professional 

Development
	· Willingness to undertake further qualifications or training relevant to the post 


	

	Experience
	
	· Previous experience of working in a support role in a secondary school
· Some previous experience of working in a busy library


	Knowledge and Skills
	· Strong admin skills and knowledge of Microsoft Office systems particularly Word, Excel and Outlook  

· Excellent communication skills

· Ability to prioritise and organise workload and keep accurate records 

· Ability to develop good working relationships with staff and students 

· Awareness of child protection and data protection issues relevant to the post


	· Knowledge of SIMS Information Management System
· Knowledge of the Dewey system

	Personal Attributes 
	· A keen interest in reading and children’s literature
· Ability to meet tight deadlines 
· Ability to deal with confidential and difficult issues in an appropriate way

· Good time-management skills

· Flexible and adaptable to meet the needs of the college 

· Ability to stay calm under pressure
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