Job Description for School Library Assistant
Norwich High School for Girls GDST

Department: Library

Responsible to: School Librarian 

Job Purpose: To assist the School Librarian in promoting and developing the school library in order to provide an efficient service to pupils and staff.

Main Functions:
· Managing the issuing and returning of the library’s stock

· Shelving stock and keeping the library in good order

· Withdrawing stock under the direction of the school librarian

· Provide support for cataloguing of new material to the library collection. 
Processing new material so that it is ready for shelving

· Managing the library management system and supporting its use by students

· Running the overdue system

· Help library users find material to meet their needs

· Assisting library users to become proficient in using on line resources

· Encourage pupils and staff in using the library through supporting a range of library based activities

· Supporting the school librarian with the supervision of students using the library

· Work towards and support the school vision and current school objectives as outlined in the school development plan
· Contribute to the school’s programme of co-curricular activities
· Engage actively in the performance review process
·  Other duties reasonable to assist in the smooth operation of the library


Person Specification for School Library Assistant
Norwich High School for Girls GDST

	
	Essential
	Desirable

	Education:
	
	

	A good standard of general education
	X
	

	
	
	

	Experience:
	
	

	Previous library experience
	
	X

	Previous experience of working in a school or other academic environment
	
	X

	[bookmark: _GoBack]Good level of ICT Skills
	X
	

	
	
	

	Skills and Personal Qualities:
	
	

	Ability to work alone and as part of a team
	X
	

	Ability to communicate well within the school and wider communities
	X
	

	Good organisational skills
	X
	

	Ability to deal confidently with enquiries from library users
	X
	

	Keen to promote a welcoming and helpful image of the library
	X
	

	Ability to develop a culture of mutual respect with the pupils
	X
	

	Enjoy working with young people
	X
	

	Have an interest in children’s literature
	X
	

	Be interested in their own professional development
	X
	

	Support and contribute to the school’s responsibility for safeguarding students
	X
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