[image: image1.png]iz
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JOB DESCRIPTION
Job Title: 
Learning and Resource Centre Assistant
Department: 
CYPS
Division: 
Schools
Grade:  

Range:  

Responsible to:  
LRC Manager

Job Purpose
To assist the LRC Manager in providing a highly effective learning and development environment for pupils and staff.

To support and assist pupils in accessing a wide range of learning opportunities.


To assist the LRC Manager in handling/administering educational resources such as books, journals, software and audio/visual materials, electronic journals, databases, free websites and other web based resources. 
To support the LRC Manager in working with classes and small groups of students.

Under the direction of the LRC Manager to edit the LRC web pages and create displays and presentations.
Key External Contacts

· Colleagues in other school libraries/resource centres
· Suppliers

Key Internal Contacts

· Staff

· Pupils

Major Tasks, Duties and Responsibilities
1 Key Activities – Operational
· Assisting students with research enquiries 

· Assisting students and staff to use the LRC, locate learning resources etc. and make use of ICT facilities 

· Supporting staff with their enquiries; assist staff with their classes in the LRC when necessary.

· Assisting with after school clubs and reading groups in the LRC after school

· Operating the circulation system: issuing and returning books; operating the reservations system, generating and sending out notices for over-due books/media.

· Ensuring that the LRC stock is in good order: shelving and filing new and returned books and materials and maintaining resources in their correct order

· Update online and networked information resources.

· Produce newsletters/information for students and staff about opportunities, activities and resources available in the LRC.

· Progressing orders for new materials

· Processing new materials for the LRC stock including magazines, cuttings, multi-media and computer materials

· Maintaining the catalogue: entering details into the computer catalogue for new stock, deleting catalogue records for withdrawn stock

· Developing skills to use all ICT and multi-media resources such as the Internet and databases available in the LRC

· Maintaining LRC materials in usable condition: cleaning, covering, replacing spine and date labels

· Looking after the LRC environment: keeping notice boards and displays tidy and up to date

· Producing posters and displays promoting LRC resources 

· Supervision of the Student LRC Monitors and Prefects

· Ensure the LRC is socially inclusive through equality of access and opportunity for all students and particularly those without computers/internet access at home

· Support individual learning styles and abilities

2      Key Activities – Organisation
· Attend staff meetings and briefings as directed.
· Be aware of and take part in the school’s performance management framework and participate in training and development activities as required.

3
Responsibilities
· Maintain good relationships with suppliers, external bodies and other schools

· The post holder will be expected to carry out all duties in the context of and in compliance with all the school policies.
· Be aware of the school’s responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative processes comply with this.
· Actively support the School Equal Opportunities Policy.

· To be familiar with Health & Safety regulations.

· To ensure all new LRC equipment is security marked and recorded in the school inventory before use. 

· Contribute to the overall ethos/work/aims of the school

· Treat all users of the school with courtesy and consideration

· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all.
Other Requirements
· To have an up-to-date Enhanced CRB Disclosure.

LRC Assistant
Person Specification

1.      Experience 

· Experience of working with young people is essential

· Experience of working in a school environment is highly desirable.

· Experience of working in a library is desirable.

2.

Qualifications 

· Professional Certification in librarianship such as ACLIP or prepared to work towards this qualification
     
3.

Knowledge, Skills and Abilities

· Knowledge of children’s literature
· Good written and oral communication skills 

· Good ICT, literacy and numeracy  skills

· Sound organisational and administrative ability

· Ability to manage students’ behaviour

· Ability to work under pressure and to deadlines

· Ability to work independently and organise own work

· Ability to work as part of a team

·  Information retrieval skills
· Commitment to safeguard and promote the welfare of children and young people
· Ability to demonstrate commitment to Equal Opportunities
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