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Twyford Church of England Academies Trust

Job Description					
Job Title:	Library Administrator
Grade: 	5 or Grade 6 (Dependant on experience)	Comment by Edward Clifton: Not sure what level of wage you want to go for?
Line Manager: 				              Head of Whole School Literacy
Supervisory responsibility:	None, other than managing student helpers or parent volunteers
Hours:	              15 Hours per week – term time only	Comment by Edward Clifton: I’ve suggested 20 hours per week? That would be 10.30-14.30 Mon-Fri. I’ve also listed it as term time only. I don’t know if we want to include the suggested working day? Or make more of the fact the hours can be open to discussion? Also - Faye was not term-time only - but guessing it might be better to go that route this time? 

Flexibility with a pro-rated salary will be considered for the right candidate


Main purpose of the job 
1. Organise and manage the library and its resources
2. Promote and encourage reading for pleasure for all
3. Oversee student librarians

Key Outcomes  
· A well-stocked and well-managed library 
· High levels of borrowing 
· High levels of engagement with library events
· Library supports curriculum areas

_____________________________________________________________________________________

Main responsibilities and tasks

1. Organise and manage the library and its resources
· Order, catalogue and tag resources 
· Administer the library’s budget selecting and purchasing all resources 
· Manage and maintain the library’s loaning system, keeping accurate and current records
· Liaise with departments to ensure resources support the curriculum 
· Stay abreast of new releases – both fiction and non-fiction
· Analyse borrowing data in order to inform school literacy initiatives

2. Promote and encourage reading for pleasure for all
· Give guidance and advice to students to meet their curricular and reading for pleasure needs
· Ensure the library provides a suitable and welcoming atmosphere conducive to study and reading for pleasure
· Create and update inspirational displays 
· Provide a library induction for new students 

3. Oversee student librarians
· Run a student librarian application and selection process at the start of the year
· Provide initial training and ongoing support for student librarians
· Monitor commitment and performance of student librarian team
· Run a reward event at the end of the year for student librarians

Key measures of success

· Well-stocked and managed library 
· Number of students using the library for study and reading for pleasure
· Number of books borrowed
· Levels of participation in Love Literacy events


Signatures

Signature of Manager:								Date: 			                       

Signature of Post Holder:							Date:		



Person Specification

	Education and Qualifications
	Essential
	Desirable

	GCSE passes in English and Maths, or equivalent
	
	

	Librarian qualification
	
	

	Knowledge and Experience
	Essential
	Desirable

	Up-to-date knowledge of and passion for children’s literature 
	
	

	Good ICT skills, including Word and Excel 
	
	

	Knowledge of safeguarding 
	
	

	First Aid qualification
	
	

	Experience of working within a school environment
	
	

	Personal Qualities
	Essential
	Desirable

	Professional attitude and approach to work
	
	

	Willingness and ability to manage own time and take full responsibility for work
	
	

	Ability to organise, plan and prioritise work, paying attention to detail
	
	

	Enthusiasm for working with staff and students
	
	

	Ability to communicate clearly and effectively with different audiences, orally and in writing
	
	

	Able to demonstrate discretion, confidentiality and commitment
	
	

	Commitment to equality and diversity 
	
	

	Customer focused with excellent customer care skills
	
	

	Excellent attendance and punctuality
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