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JOB DESCRIPTION
Job Title:  
Library Manager and Literacy Co-Ordinator
Scale: 


CAN 21 - 25
Line Manager:

Attached SLT member
Hours per week: 
30 hours 
Weeks per year:
190 days (188 term days plus 2 staff preparation days) 
8.30am – 3.00pm (includes 30 minutes unpaid lunch break)
Main purpose of post 
· To manage the school library and work closely with the English department, and across the whole school, to promote the importance of  literacy skills and support reading for pleasure; championing the library as a key part of the Cheam High School learning environment across departments to drive the school vision for literacy and reading.

· To promote the profile of reading and literacy skills to parents  / carers and the wider community.
· To ensure that the library is an attractive and welcoming environment, well stocked with up-to-date and a stimulating range of resources relevant to a wide range of subject areas.
· To develop the profile of the library by training student library assistants as well as through clubs.
· To ensure that library lessons are designed in a way that will have maximum impact for students and bespoking approaches to tailor the needs of each group. Monitor reading habits of groups and ways to encourage reluctant readers within groups.
· To be an expert on Reader Plus (online reading platform) and how this can be best used to develop student progress including identifying students for intervention.  To support teachers in how to use this platform successfully.  To be the main point of contact for the system administration. 
Specific Duties

The promotion of reading and literacy 
· To work closely with the English Department, Subject Leaders and Pastoral Teams on collective ways to promote the importance of reading for pleasure, literacy skills and exposing students to a wealth of genres including non-fiction to engage them in the world around them.

· To promote reading and literacy through the website and through school communications.
· To promote the use of the library and the development of reading for pleasure through competitions, displays, whole school events, library events (roughly monthly), author visits, parent groups, tutor programme activities and assemblies.
· To celebrate student success and diversity through innovative and current displays.
· Create and promote reading lists for each year group, with reference to genre and category.
· Be aware of borrowing trends and use this to help support decisions when purchasing new stock.
· Monitoring and evaluating the effectiveness of the services provided and its impact on teaching and learning.
Management of the Learning Environment

· To manage the day-to-day running of the library and resources.
· To supervise the learning space at break times and lunchtimes maintaining an atmosphere conducive to study and learning and creating an environment where students want to come to read and learn.
· To organise, manage and promote the library across the school to enable effective use by all stakeholders (including students, staff and parents).
· To maintain stimulating and relevant displays to promote reading, literacy and learning strategies in the library.
Management of library team

· To supervise, train, support and recruit Student Library Assistants.
· To train staff members as necessary on systems.
· To be the point of reference for the library assistant and direct with roles and responsibilities.

Developing professional development

· Exploiting every opportunity for own professional development, sharing INSET opportunities with colleagues, as well as maintaining a comprehensive awareness of current developments in information and library management, education and children's literature.

· Developing and maintaining links with other libraries and relevant organisations (e.g. SLS, county education advisers, public library service, universities and colleges and museums).
Management of Resources
· To manage the LRC budget allocated to the library, to ensure value for money in the purchase of books and learning materials.
· To index, catalogue and classify learning resources and develop and maintain accurate and reliable catalogue and lending systems, to facilitate the accessibility use and control of stock.
· To ensure that appropriate measures are in place to keep the library secure and minimise the risk of loss of resources and equipment.
· To manage the loan and return of books (using appropriate software); to keep records and to oversee the follow up of overdue books etc.
· To carry out the shelving and shelf tidying of books and other learning materials, repairs as required and day to day maintenance of library resources.
The Development of Learning Resources 

· To develop resources for learning and reading online via creation of virtual platforms through extending the capacity of the Oliver system to allow students to access the school catalogue; reserve books; read and write book reviews; enter competition; communicate directly with the school library manager.

· To digitally resource the curriculum by aligning the library with the broader curriculum of the school; consult Subject Leaders on subject-linked wider reading and activities; share; develop online learning resources to strengthen existing materials available to students to support learning. Develop use of access to eBooks and audio books.
Learning Support and Interventions
· To provide guidance as to the level of difficulty or challenge for different books, and encourage more challenging selections, summarising take up to the English department and Literacy Leads.

· To provide reading support and intervention to identified groups of students (including any reading schemes e.g. Reader Plus)
· To promote peer reading schemes and interventions e.g. post 16 reading mentors; buddy programmes

· To provide learning support in English lessons as requested

General
· To attend, where appropriate, whole school events

· To be aware of and comply with school and Trust policies and procedures 

· To attend relevant meetings as required

· To participate in training and other learning activities and performance management as required

· To carry out other duties as may be reasonably requested by the Senior Leadership Team/Line Manager.
This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed.  

