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Job Description
Library Manager
The Library Manager is responsible for the management, development and day-to-day operation of the School Library, ensuring it is a vibrant, inclusive and academically focused environment which promotes reading, research, independent learning and digital literacy.
This role will require you to work 37 hours a week Monday to Friday during School term time plus INSET days only (1 week equivalent) 
Specific responsibilities
Library Leadership and Development
· To create spaces where students want to spend their time and change the view of the traditional perception of the library.
· To help students see the value of their library and how to use it properly, to encourage them to develop strong study skills by making it relevant to them.
· To maintain the library as an integral part of the fabric of learning at the school.
· To supervise pupils using the library for private study and maintain a purposeful atmosphere.
· To promote the enjoyment of reading for pleasure.
· To raise the profile of the library across the school and ensure it is widely understood, valued and utilised by pupils and staff.
· To lead initiatives which increase pupil engagement with reading, including reading challenges, themed weeks and promotional campaigns.
Co-Curricular and Enrichment
· To be part of the co-curricular programme of the school by running book clubs and providing opportunity for pupils to take part in competitions (both internal and external).
· To co-operate and take part in any related activity associated with the marketing and promotion of the school.
· To organise and host author visits, literary events, talks, and workshops that inspire a love of reading and broaden pupils’ cultural horizons.
· To market library events and initiatives effectively to pupils, parents and staff through displays, newsletters, social media and whole-school communication channels.
· To plan, lead and promote whole-school literacy events such as World Book Day, National Poetry Day and other reading initiatives.
· To support the TENDO programme through the organisation of a pupil reading activity. 
Library Operations and Administration
· To maintain the library management system, including the issuing and return of library books.
· To review and update all library stock, both written publications and digital resources.
· To ensure that the resources of the library reflect and support the curriculum for all year groups in the school.
· To organise and manage the library to ensure its effective use by students both in timetabled lessons and during lunch times, breaks, and after school.
· To set and manage the library budget.
· To manage and provide data about students’ use of the library to the Senior Management Team and teaching staff.
· To develop promotional materials and library displays which celebrate reading and highlight resources linked to curriculum themes, school events and national literacy initiatives.
· To supervise the evening prep and study time after school, supporting pupils in their learning where necessary. 
· To engage a pupil librarian programme to create pupil leadership opportunities in the school.
· To work with the Prep School, ensuring that their Library is appropriately stocked, organised and well-run. 
Teaching, Learning and Academic Support
· To ensure that the library keeps abreast of new developments in learning and teaching, e-learning, digital and online media and knowledge sharing.
· To liaise with teaching staff and students to develop departmental collections in order to ensure that the resources of the library are used purposefully and productively.
· To support pupils in the development of research skills, information literacy and independent study techniques.
· To support the English Department in promoting reading for pleasure and delivering initiatives that enrich pupils’ engagement with literature.
Compliance, Policy and Health & Safety
· To ensure the management of the library remains compliant with the school’s policies on data protection, copyright, health and safety, and the school’s disciplinary code.
· Ensure that all personal data managed within the library’s systems is processed, stored, and accessed in full compliance with UK GDPR requirements.
· To have regard for the safety and welfare of pupils, reporting any concerns to the Designated Safeguarding Lead on site.
· To liaise with outside agencies and professional bodies.
Safeguarding Responsibilities 
· The provision of a safe environment in which children and young people feel heard
· Being aware of the indicators of abuse and neglect.
· Ensuring vigilance in recognising changes in behaviour or mood.
· Reporting safeguarding concerns in line with the School’s Safeguarding Children and Child Protection Policy.
· Attending Safeguarding training and updates as requested by the School.
· The duties of this role meet the definition of regulated activity relevant to children and an enhanced DBS check with children’s barred list is appropriate.
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	Criteria
	Essential
	Desirable

	Qualifications
	
	

	· Degree, to Hons level
· Accredited Library Qualification
	ü

	
ü

	Experience
	
	

	· School library experience
· Working with young learners
· Familiarity with library management systems
· Library resource planning and management to ensure that the
· needs of the curriculum are met.
· Providing online and digital resources to support students’ learning and research, and to support staff members
· Knowledge of fiction for young people and promotion of reading for pleasure
· A strong interest in, and knowledge of latest developments in school libraries, information technology, media, online resources, and education
· Strong IT skills in spreadsheet use for analysis, use of library applications and online resources
· Ability to manage behaviour in a positive and supporting manner
· Ability to integrate library services and priorities with teaching staff
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	Aptitudes
	
	

	· Ability to work collaboratively
· Discretion, courtesy, honesty and integrity
· Reliable, punctual, diligent and well-organised
· Passion to inspire students
· Commitment to safeguarding and the welfare of students
· Ability to understand and work with information technology 
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Merchant Taylors’ Schools are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment
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