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Job Description 
	Job Title 
	[bookmark: _GoBack]Librarian

	Level 
	Grade 3.7 (above the bar)

	Responsible to 
	Headteacher / Reading Lead


 
Core Purpose 
· To support the school’s values and aims in line with the School Improvement Plan 
· To ensure an effective resources and information service is provided to all students and staff 
· To place all school libraries at the heart of the school’s learning community and enhance the quality of teaching and learning 
· To support all children on their reading journey and foster a reading for pleasure culture 
· To support the youngest children in developing early reading skills
· As appropriate, undertake some work as a Teaching Assistant:
· Work with class teachers to raise the learning and attainment of pupils 
· Promote pupils’ independence, self-esteem and social inclusion 
· Give support to pupils, individually or in groups, so they can access the curriculum, take part in learning, and experience a sense of achievement 
· Provide learning and care support for pupils with Special Educational Needs and Disabilities (SEND).
 
Duties and Responsibilities

Supporting Pupils
· Build positive relationships with pupils, promoting high self-esteem and independence 
· Demonstrate an informed and efficient approach to teaching and learning by adopting relevant strategies to support the work of the teacher and increase achievement of all pupils including, where appropriate, those with Special Educational Needs and Disabilities (SEND)
· Promote, support and facilitate inclusion by encouraging participation of all pupils in learning
· Support the teaching of a broad and balanced curriculum aimed at pupils achieving their full potential in all areas of learning
· Use effective behaviour management strategies consistently in line with the school’s policy and procedures 
· Support class teachers with maintaining good order and discipline among pupils, managing behaviour effectively to ensure a good and safe learning environment
· Promote high standards of behaviour, responding to incidents in line with the school’s behaviour policy and guidelines on physical intervention 
· Adapt communication style to respond to pupils according to their individual needs 
· Support pupils with their social, emotional and mental health needs, escalating concerns where appropriate 
· Supervise children and support their learning during educational visits
· Use ICT skills to advance pupils’ learning 
· Act as a role model and set high expectations of conduct and behaviour and be an example of ‘The Whitehouse Way’
· Undertake any other relevant duties.




Specific responsibilities 
· In conjunction with other key members of staff, implement a policy for the libraries that reflects the educational aims and objectives of the school. To monitor the effectiveness of this policy on a regular basis 
· Lead small group reading sessions for pupils to develop early reading skills, including phonics-based activities aligned with our Little Wandle programme
· Plan and oversee the organisation and management of the school libraries for effective use, ensuring age-appropriate resources and spaces for our youngest learners
· Actively promote the library as a resource that is at the heart of the school 
· Provide advice and guidance on the resources available to maximise learning opportunities 
· Select, organise, promote and maintain book and non-book materials that cover the full range of ages and abilities of the school community within the agreed budget and be able to manage that budget 
· To ensure the libraries provide a suitable and welcoming atmosphere conducive to Reading for Pleasure 
· Offer learners guidance and assistance with appropriate strategies to develop research skills essential for independent learning and to support classroom topics in line with the school’s enquiry curriculum 
· Guide pupils on the choice of literature to meet their curricular and leisure needs and interests 
· Promote Reading for Pleasure throughout the school, including engaging with parents and contributing to the weekly newsletter 
· Compile reading recommendations and booklists as appropriate, including age-banded suggestions for early readers and families 
· Organise and promote special events, such as Book Week, World Book Day, Storytelling Week and author visits 
· Run reading clubs / story time sessions, including at lunchtime or after school as appropriate
· Manage a pupil library helper team, including all training and support, and that of volunteers 
· Network with other partners, e.g. other trust schools, SLS, SLA, keeping abreast of national and local reading and literacy initiatives 
· Support staff in interpreting reading data using the school AR reading programme
· Use data from the school’s AR reading programme to support children in the library. 


Working with Staff, Parents/Carers and Relevant Professionals
· Communicate effectively with other staff members and pupils, and with parents and carers under the direction of the class teacher
· Communicate knowledge and understanding of pupils to other school staff so that informed decision making can take place on intervention and provision
· Collaborate and work with colleagues and other relevant professionals within and beyond the school
· [bookmark: _Hlk209022256]Implement the advice of the class teacher, SENDCo and relevant professionals in supporting the needs of individual children
· Develop effective professional relationships with colleagues.

Safeguarding
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies
· Keep up to date with safeguarding updates by attending training and reading Trust policies
· Promote the safeguarding of all pupils in the school.


Professional Development
· Help keep knowledge and understanding relevant and up-to-date by reflecting on their own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness 
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 
· [bookmark: _Hlk209022225]Be proactive in seeking advice from the class teacher and SENDCo in supporting needs of individual children.
· Take part in the school’s performance management procedures

Health and Safety
· Promote the safety and wellbeing of pupils, and help to safeguard pupils’ wellbeing by following the requirements of Keeping Children Safe in Education (KCSIE) and our school’s child protection policy 
· Take appropriate responsibility for one’s own health, safety and welfare and the health and safety of pupils, visitors and work colleagues in accordance with the requirements of school policies
· Look after children who are upset or have had accidents 
· Ensure the maintenance of good standards of cleanliness and hygiene for children.  
· This is a physically demanding job which requires an adequate level of mobility.  If there are any facts which will impede on this you must inform your line manager immediately.

Personal and Professional Conduct
· Follow the Staff Code of Conduct
· Read and understand the relevant policies as directed by the Headteacher and Trust
· Ensure that confidentiality is maintained at all times
· [bookmark: _Hlk209022297]Promote the inclusive ethos of the school
· Maintain high professional standards in all interactions with pupils, colleagues, parents and carers

Please note, this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the Headteacher or line manager.
[bookmark: _Hlk209022134]This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties. Elements of this job description and changes to it may be negotiated at the request of either the Headteacher or the incumbent of the post.
The duties and responsibilities of this post may vary from time to time and post holders may be expected to undertake other duties of a similar level / nature which is considered appropriate to the level of this post.
Whitehouse Primary School is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo child protection screening, including checks with past employers and the Disclosure & Barring Service. 
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Person Specification 
	 
	Essential 
	Desirable 

	QUALIFICATIONS AND BACKGROUND 
	
	

	Level 4/C or above in GCSE Maths and English 
	√ 
	 

	Fluency in the English language 
	√ 
	 

	NVQ level 3 in child related studies 
	 
	√ 

	 
	 
	 

	KNOWLEDGE AND EXPERIENCE 
	
	

	Experience of working with pupils  
	√ 
	 

	Basic knowledge of first aid 
	 
	√ 

	Understands the importance of confidentiality 
	√ 
	 

	 
	 
	 

	SKILLS AND ABILITIES 
	
	

	Read and understand instructions 
	√ 
	 

	Complete basic paperwork 
	√ 
	 

	Recognise and report problems 
	√ 
	 

	Contribute to creating a positive learning environment 
	√ 
	 

	Sound verbal and communication skills 
	√ 
	 

	Competent in use of keyboard and mouse, and office equipment such as laminator and guillotine 
	 
	√ 

	 
	 
	 

	PERSONAL QUALITIES 
	
	

	Sensitive to pupils’ needs 
	√ 
	 

	Reliable, with good timekeeping records 
	√ 
	 

	Willingness to try new things 
	√ 
	 

	Prepared to take on board feedback from other staff 
	√ 
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