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PHILIPS HIGH - JOB DESCRIPTION

	Job Title:                                               Librarian / Exams Officer Support 
Salary:                                                   Grade 7
Immediately Responsible to:              SLT Link for Literacy 



	Post Hours: 37 hours per week term time only plus 5 days during school closure.  The       Postholder will also be required to work outside of the normal working hours to attend Open Evenings/Parents Evenings.
Monday  
8.00 am  
to 
4.00 pm

Tuesday 
8.00 am 
to 
4.00 pm

Wednesday 
8.00 am 
to 
4.00 pm

Thursday 
8.00 am 
to 
4.00 pm

Friday 
            8.00 am 
to 
3.30 pm 

Holidays:       To be taken during school closure 



	


	Purpose and Objectives of Post:   

To be responsible for the Library Resource Centre and work with the Literacy Team, promoting Literacy across the Curriculum.


As part of the team assisting young people in dealing with homework and other study issues.

To assist and support the School’s Exam’s Officer in all aspects of delivering  internal and external examinations




	MAIN DUTIES & RESPONSIBILITIES:-

LIBRARIAN

· To organise and manage the Library during the school day, ensuring its effective use by classes, groups and individuals

· To oversee pupil library assistants, supervising and training them, and rewarding their achievements

· To supervise pupils whilst  using the Library for independent study and to maintain a welcoming, supportive atmosphere conducive to positive learning experiences.

· To support and advise staff and pupils in the selection and use of information resources to support their curricular needs and induct new pupils in library skills. 

· To support teacher led activities within the library environment. 

· To support literacy intervention and reader development within the school
· To promote reading and the enjoyment of reading in all its forms and support all levels of readers.

· To promote and publicise the services provided by the Library to the whole school community.
· To liaise with Library Services and other appropriate agencies

· To participate in continuous staff training, and to maintain a comprehensive awareness of current developments in information and library management, education and children’s literature.

· To host extra curricular activities, guest speakers (writers, poets, etc.) and arrange trips to further promote interest in reading, and to support extracurricular enrichment activities including World Book Day/National Poetry Day and any other literacy opportunities in school

· To enable pupils to undertake homework in the Library with the assistance of one of the Mentoring Team

· Ensuring the environment of the Library is suitable for pupils to carry out their homework and work. This will include facilitating pupil’s homework by referring pupils to the relevant areas of the Library book collection, websites etc.

· Attend Parents’ Evening and school events to promote reading.

· To promote Literacy on Social Media and the School Website.

· Support the Heads of Department to plan wider reading opportunities in all subject areas.

· Work closely with the Thrive Pathway to support reading with the less able readers.

EXAMS OFFICER SUPPORT ASSISTANT
· To input examination requirements on the school database and secure website for external exams eg, entries, amendments, forecast and coursework grades.

· To assist in secure download/upload examination entries and results.

· To assist in the administration of internal examinations.

· To assist in the despatch of coursework to Awarding Bodies.

· To issue Candidate Numbers via the school database. 

· To produce Statements of Entry for pupils entered for external examinations.

· To assist in the completion of on-line Access Arrangement applications to the Awarding Bodies.

· To unpack, record, check and safely store examination scripts on arrival.

· To check Awarding Body attendance registers and highlight amendments/discrepancies.

· To prepare examination room materials eg, clipboards, trays, stationery, notices.

· To pack and arrange the despatch of completed scripts.

· To assist in the completion of invigilator timesheets.

· To assist in the typing and distribution of correspondence regarding examinations eg, letters, memos, timetables etc.

· To assist with enquiries about exam results.

· To assist in the collation of Exam Certificates.

· To assist in preparations for summer Exam results.

· To invigilate examinations if necessary 

· To contribute to the efficient administration and organisation of the school office/administration including reprographics if required

Note The job holder will be expected to undertake any other duties which are not specifically listed but are within the remit, responsibility and accountability of the job.





PERSON SPECIFICATION

LIBRARY ASSISTANT/EXAMINATIONS OFFICER SUPPORT ASSISTANT 

	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Good standard of general education, including English and Maths
	*
	

	To be able to demonstrate a good knowledge of books and other media relevant to the needs of the pupils
	*
	

	To have experience of pupil supervision and knowledge of behaviour management
	
	*

	Willingness to participate in relevant training
	*
	

	Experience of using computerised database systems and Microsoft Office packages, including Word and Excel
	
	*

	Experience of using a Library Management system 
	
	*

	To have good interpersonal skills
	 *
	

	Good communication and organisational skills
	*
	

	Ability to work under direction and on personal initiative
	*
	

	Excellent/Good record of attendance and punctuality
	*
	

	Understanding of data protection and the need to keep information confidential 
	*
	

	Understanding why safeguarding is important whilst working with young children
	*
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