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MOUNT ALBERT GRAMMAR SCHOOL

Job Description

School Librarian


Responsible to:	Library Manager, Deputy Principal – HR, Deputy Principal – Library Oversite

Functional Relationships with:	Headmaster, SLT, Head of Faculty, Heads of Department, All MAGS staff, students, parents, Booksellers, Software providers, National Library


Primary Objectives:	To support the Library Manager in the day-to-day operations of the school library and its services.
	To support the Library Manager in promoting and fostering a school wide reading culture

		
Personal Qualities and Requirements:
· Suitably qualified registered teacher/teacher-librarian/librarian
· Strong administrative skills, organized and confident with library systems and processes
· Experience in cataloguing and/or Oliver
· Have excellent written and verbal communication skills 
· Passion for reading, with a wide knowledge of books and authors, particularly teen literature
· Confidence and willingness to support the Library Manager in delivering book talks and reading engagement initiatives with students
· Ability to maintain a library atmosphere that is vibrant, inclusive and collaborative and is also supportive of reading and study
· Ability to advise on the effective use of online resources
· Experienced in supporting research and learning and in using e-platforms such as EPIC
· Ability to communicate effectively with a wide range of people and interests, including students, staff, National Library
· Demonstrates high levels of initiative and is adaptable and flexible
· Keeps up to date with current developments in related area.
· Must be competent with Microsoft.
· Professional in appearance and manner. 


Key Tasks:
Acquisitions, Cataloguing and Processing
· Assist with purchasing and placing orders (books, resources and materials).
· Checking invoices of received resources.
· Checking receipt of magazines.
· Maintaining the accession record.
· Classification and cataloguing of library resources on Oliver, using SCIS and personal knowledge.
· Cataloguing and maintaining textbooks for departments.
· Checking shelves for withdrawal, repair, rebinding, replacement of books and magazines.  
· Overseeing processing of overdue items and working with the Finance team to process payments of lost items.
· Organization of the stocktake.  

Supporting a school-wide reading culture, research and learning
· Willingness to support the Library Manager in delivering book talks and reading engagement initiatives with students.
· Assisting pupils to find books and information and to use the printers.
· Preparation of special booklists and collections of reference material.
· Support the use of digital learning resources, including:
· assisting departments and students with the use of the school’s various eResources available for learning, e.g. EPIC, eTV, ClickView, Edpuzzle,World Book online
· Maintaining online digital learning support pages.
· Liaise with the National Library to source materials to support curriculum learning and reading for pleasure.
· Attend external professional development opportunities by the National Library and keep up to date with current developments in reading, literacy and learning. 

Personnel
· Interaction and engagement with students at intervals and lunchtimes.
· Ensuring that student behaviour in the library is in keeping with the MAGS way.
· Support the mentoring of student librarians.
· Instruction to classes on Library procedure, where necessary.
· Support beginning of year orientation to Y9 students and new Y10 -Y13 students.
· Build good working relationships with the English department and National Library.
· Ensuring the library is tidy and organized and that a high standard of behaviour and health and safety is maintained.
· Completion of tasks, both Library or non-library within the school, as requested by the Library Manager or SLT.

Other
· Other duties as required


Hours: 
Part time, 30 hours per week, Monday to Friday
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