At Broad Oak Sports College we have a very exciting hub (library and more) that was recently refurbished and redesigned by students to be the space they wanted it to be.  At a cost of £70,000 we have a fantastic resource that we want to be used to its full potential.  
We are looking for a dynamic and innovative person to lead and manage every aspect of our hub / library.  You will work under very light touch supervision and be expected to make the hub the best possible learning, social and shared resource that it can be.  You will be a full member of the school community and make a valuable contribution to school life.  You must be passionate about the opportunities that our hub can offer to our students and be driven to achieve excellence in every aspect of hub life.  As a proactive member of our school you will be expected to continually improve and refine our hub offer to keep it relevant and exciting for students. 
Job description
	School:
	Broad Oak Sports College, Hazel Avenue, Bury BL9 7QT

	Job title:
	Hub Resource Manager

	Working arrangements
	37 hours per week, term time only plus five days.

	Grade:
	Proposed grade: 7 £18,070 - £20,138 (pro-rata £15,793 to £17,600)

	Primary purpose:
	To lead, manage and develop every aspect of the school’s hub resource facility, placing it at the centre of the life of the school.
To engage students and staff in the life of the hub by delivering a dynamic, exciting and responsive resource facility supporting all aspects of teaching and learning.

	Responsible to:
	Head teacher, Senior Leadership team, Careers Lead, SBM, 

	Contacts:
	Teachers, support staff, governors, pupils, parents, colleges and universities, local employers, apprenticeship providers


Hub General duties

· Lead and manage all aspects of the hub including budget, ICT equipment, maintenance and stock control.
· Develop student use of the hub at break, lunch and after school to support learning and social activities.
· Create, develop and maintain age and curriculum appropriate information sections within the hub.
· Engage with and enthusiastically present reading activities at school, local, national and international level developing student participation in these events.
· Maintain a high quality, stimulating and safe environment for students.
· Use student leaders effectively to help with the organisation of the hub.  Delegating responsibility where appropriate and provide positions of responsibility for students to contribute to the life and running of the hub including development and provision of peer reading or similar.
· Provide appropriate support to teachers who are using the hub for lessons

· Lead or contribute to “using the library” training lessons for new students.
· Maintain electronic usage registers that can be analysed against sub-groups e.g. PP.
· Prepare and reset the hub for staff training events and other events as required.
· Support examinations and exam preparation within the hub as required.
· Position and embed the hub at the heart of the school, maintaining continuous and effective communication with all school stakeholders, ensuring awareness and engagement with hub activities.
· Develop and organise the use of the space to optimise impact.
· Produce regular newsletters to staff and students with updates of hub activities.
Careers Administration
· Organise appointments with the Connexions service or careers provider.
· Organisation and administration of school careers fairs, including liaising with external speakers, colleges and universities, apprenticeship providers, employers, staff, students and families.

· Support pupils in the provision of careers information and literature and in the completion of college and apprenticeship applications.
· Organisation and administration of careers notice boards outside the hub and around the school.

· Assist in publicising careers notices and events to school pupils and staff and stakeholders, school website and social media.

· Ensure careers information, prospectuses, associated literature and reference materials are up-to-date and ensure pupils and staff have access to the very latest information and advice.

· Attend annual meetings with colleges and careers advisory agencies as required.

ICT 

· Managing and developing ICT based online subscription packages for library, careers and information management e.g. Oliver, Kudos, Careerscape etc.

· Control and monitoring of hub ICT equipment

· Develop the use of ICT based literacy packages accessing licensed subscriptions such as Lexia and IDL cloud.
To be responsible for and committed to safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm.
