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LIBRARY & READING INTERVENTION MANAGER
Job Description

December 2022

WOLLASTON SCHOOL

JOB DESCRIPTION

	  NAME OF POST HOLDER:



	  JOB TITLE:
	  Library & Reading Intervention Manager

	  HOURS:
	  37 hours per week, 39 weeks per year [Term time + 5 training days]

  Monday – Thursday: 8.15am - 4.15pm [inc 30 min unpaid lunch]

  Fridays: 8.15am - 3.45pm [inc 30 min unpaid lunch]

	  SALARY:
	  Support Staff Pay Grade G, Point 8-12
Actual Salary £19,591 - £21,069pa

	  DBS DISCLOSURE LEVEL:
	  Enhanced

	  REPORTS TO:
	  Deputy Headteacher

	Post responsibilities:

· Organise and manage the day-to-day library administration; shelving, filing, classifying, computer input, maintaining noticeboards and creating exciting, relevant displays, stock repair/withdrawal, issuing and recovering stock.
· Organise the selection and acquisition of both book and non-book resources to cover the age, ability and curriculum range of the school using the allocated budget to achieve best value or borrowing from Learning Resources for Education.
· Arrange visits from external publishers, authors, illustrators, actors etc. to raise the profile of reading for pleasure and to help engage the students.
· Responsibility for the library computer system, entering and updating all book and borrower data and keeping it maintained.
· Responsibility for updating and maintaining the library systems.
· Responsibility for notifying ICT department of any faulty library computer equipment, so that machines are available for use.   Managing the Library IT stock.  Loan out laptops and keep logs.
· Maintain a suitable, calm environment for students to study, creating a climate which enables other staff to develop and maintain positive attitudes towards the library and independent learning and supervising and managing students’ use of the Library.
· Manage the library budget and Development Plan.
· Provide library induction training for staff and students. Supervising and supporting enrichment students and student assistants.
· Provide support and assistance ensuring the successful rollout and ongoing administration of the Accelerated Reader Programme and to take a role in developing the use of Accelerated Reader (Renaissance Learning) including working with students in AR lessons and at other times, star testing, advising students about levels and books, upgrading the number of books available for AR and the reward system in place for AR, in collaboration with the English Department.
· AV Units – day to day set up and Ad-hoc requests from staff. Reporting any problems or breakages to IT.
· Website – Updating and maintaining the school website, to include weekly letters, menus, events, photographs and House Information.  
· Twitter – Lead on the Wollaston Twitter page regularly updating and celebrating the successes of the school. 
· Termly Newsletter to parents – Collating the termly Newsletter to parents to include, articles and photographs representing each department and the events that take place over the term. 
· House Championship – Assist the Deputy Headteacher in maintaining the School House boards, updating them with weekly attendance points and scores after events. Photograph events for the notice boards, website and newsletter. 
· Duke of Edinburgh – Verifier Role, once a student completes their award, the trained verifier needs to check the content uploaded by the student and either approve or request additional information. 
· Exam and Invigilator support during mock and formal exams. 
· Resetting student IT system accounts, including their passwords.
· Managing the student school shop, including sales and stock of stationery and revision guides.  
· Developing and running lunchtime and after school library clubs.
· Recruit and train student librarians.
· Creating a reading club with help from student librarians.  Include competitions and prizes.  
· Manage a book club, book sales & promotions.
· Publicise the library to students and staff, supporting the Special Educational Needs team with access.  
· Create resources to support teaching and learning.
· Become first aid trained and cover the medical room when required.
· Attend Librarian networking meetings.


	Generic Responsibilities:

· To be aware of the School’s duty of care in relation to staff, students and visitors and to comply with the health and safety policies at all times.
· To establish and maintain positive, constructive and professional working relationships with staff, visitors, students, parents and other professionals of the school.
· To understand and comply with the codes of conduct, regulations and policies of the School and its commitment to equal opportunities. Act in a courteous way at all times in communications with both colleagues and other stakeholders.
· To support and contribute to the School's commitment to 'Every Child Matters', enabling children to be healthy, stay safe, enjoy and achieve, make a positive contribution and achieve economic well-being. To contribute to whole School events (ie Open Days) as and when required.
· To develop self within the post, undertaking training/appraisal as appropriate to ensure that relevant knowledge and skills are updated in order to support school development.
· To carry out any other reasonable duties or requests of your Line Manager, that are in keeping with this post or as may be determined from time to time by the Headteacher or the Leadership Team.


	  Signatures

This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

Signed …………………………………………………. 


Signed ……………………………………………………….
School Librarian    




 
Deputy Headteacher

Dated ………………………………………………………


Dated ……………………………………………………………



	
 Review arrangements

The details contained in this job description reflect the content of the job at the date it was prepared. However, it is inevitable that, over time, the nature of the jobs may change and the jobholder is expected to be flexible with this. Existing duties may no longer be required and other duties may be gained without changing the general nature of the post or the level of responsibility entailed. Consequently, the school will expect to revise the job description from time to time and will consult with the post holder at the appropriate time.


PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Be adaptable and enthusiastic
	Y
	

	Enjoy working with people and capable of working as a
	Y
	

	team player within a range of teams
	
	

	Practical experience of using a library management
	
	Y

	system
	
	

	Experience and knowledge of using the Oliver library
	
	Y

	management system
	
	

	Build successful working relationships with adults and
	Y
	

	children
	
	

	Be able to develop a love of literature amongst students
	
	

	and advise them in choosing appropriate age-related
	Y
	

	reading material to develop their literature skills and
	
	

	interests
	
	

	Have a good working knowledge of Microsoft Office
	Y
	

	software including Word and Excel
	
	

	Have gained at least NVQ level 2 in an associated
	
	Y

	discipline
	
	

	Had previous work experience in a school environment
	
	Y

	Be committed to professional development
	Y
	

	Be patient and calm working well under pressure
	
	Y

	Experience of an education environment, dealing
	
	Y

	directly with students and behaviour management skills
	
	

	Be creative and innovative
	Y
	

	Have some professional qualifications or evidence of
	Y
	

	further professional development leading to a relevant
	
	

	qualification
	
	

	Chartered memberships of CILIP
	
	Y

	A*-C GCSE (or relevant equivalent) in mathematics and
	Y
	

	English
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