ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

JOB ACCOUNTABILITIES

	Job Title:

Librarian Level 3


	Job number / Grade

ED???? / Scale 6

	Directorate :

Education


	Unit:

Schools

	
	

	JOB PURPOSE

	To ensure the smooth running of the school’s learning resource centre and to develop the facility and resources available in line with the needs of pupils and teachers.




	SCOPE OF JOB (Budgetary/resource control, impact)

	Authorised to incur expenditure to the value of £.

Required to handle boxes of books, resources etc.

Spends a significant proportion of working time standing .

Contacts with teachers, pupils and suppliers. Advises staff and pupils on stock, research techniques and sources of information. 

Negotiates with suppliers to obtain value for money.

Required to relate positively with pupils and maintain/control standards of behaviour whilst in the resource centre..


	POSITION WITHIN UNIT STRUCTURE

	Reports to Head Teacher/ Senior Teacher




	KNOWLEDGE, SKILLS & EXPERIENCE

	Qualified Librarian

Operational experience in a library.

Understanding of research techniques.

ICT literate.

Maintain and improve knowledge on developments in resources and learning media.

Supervisory skills.

Able to work with pupils, teachers and other colleagues in a sympathetic and supportive way.



	

	JOB ACCOUNTABILITIES

	Developing and maintaining the stock database so that an accurate list of stock is available for staff and pupil reference. Produce reports, analyse usage and identify stock acquisition requirements . make recommendation to SMT of acquisition priorities.

Manage agreed budget agreed within priorities framework. Place orders and negotiate with suppliers in order to make the most cost effective use of the agreed budget.

Identify resource development opportunities and advise SMT on latest develoments.

Supervise pupils using the library ensuring safe and sensible behaviour in line with the schools behaviour policy.

Ensure that the library is kept tidy and signage updated so that stock is easily accessible.

Organising and train pupil/teacher librarian so that sufficient help is available to library users at peak times.

Advise staff and pupils on efficient methods of research to assist in their learning.

Issue and receive returned stock ensuring accurate records are kept , chasing overdue stock and thus minimising loss.

Co-ordinate the lending of audio-visual equipment, arranging maintenance or replacement in line with service timescales and renewals timetable.

Develop and maintain a range of resources including materials for whole school dispalys and recording of educational programmes and maintain an accurate user friendly catalogue to facilitate easier access to materials.

Make the library an attractive environment for pupils in order to encourage their reading and learning.

Demonstrate the use of multi-media resources to staff and pupils to enable them to use the resources independently.

Organise on site events/fairs/displays for book and other resources, to enable teachers and pupils to review/purchase new resources.

Perform duties in line with Health & Safety rules and to take remedial action where hazards are identified. Where hazards are serious report to line manager immediately.
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