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JOB DESCRIPTION

1
JOB DETAILS

Job Title:
       Assistant Librarian
Reports to: 
       Head Librarian
Location:
       Frognal, Hampstead, London, NW3 6XH
            Salary:                  FTE £33,000 p.a. (actual salary £24,896.45 pro rata)
Contract:        Permanent, term time only plus 10 days, Monday – Friday. 9am -5pm
2 OVERVIEW 

University College School was founded in 1830 to promote principles of liberal scholarship. That remains our first and overriding aim. Intellectual curiosity, breadth of study and independence of mind combine to achieve academic excellence; they are not subordinate to it.
Initially located in Gower Street, as part of University College London, the School was revolutionary in its approach to education, having as a fundamental principle that religion, in any form, should neither be an entry requirement nor a taught subject, believing rather that faith is a matter for the family and the individual - a tradition that continues today. The UCS Foundation, now independent of the University, comprises three schools: the Senior School (850 pupils: 11-18), the Junior Branch (250 pupils: 7-11) and the Pre-Prep (130 pupils: 3-7).
All three schools are set in attractive locations. In 1891 the Junior Branch was established at Holly Hill, Hampstead, followed in 1907 by the School’s separation from UCL, and the acquisition of the Senior School’s current purpose-built accommodation in Frognal, opened by King Edward VII. The UCS Pre-Prep is based nearby. All three schools have full use of the extensive playing fields (including a large all-weather pitch and two pavilions) in West Hampstead. 
UCS remains true to the liberal traditions of its founders and continues to work hard to foster independence of mind among its students and to value their individuality. Academic results are excellent. Music and drama are very strong at UCS and the school offers a great range of co-curricular activities. 
The AKO Centre Library
The AKO Centre Library, based at the Senior School, contains a wide collection of general and reference books, periodicals, and online resources covering the teaching, learning and recreational interests of members of the school. Library staff are responsible for displaying, circulating, organising a loan service, storing materials and informing pupils and staff of the availability of these materials.
The AKO Centre Library offers access to information and ideas to support intellectual enquiry, teaching and learning. Individuality is respected and a questioning, independent approach to learning is encouraged. The AKO Centre Library aims to provide a suitable environment for the acquisition of knowledge, the stimulation of intellectual curiosity, quiet reflection and the exercise of imagination. It also provides an alternative to the classroom, the Sixth Form centre and the playground.
The AKO Centre supports and assists the teaching and learning activities of the UCS Senior School.    
3           DIMENSIONS
The Assistant Librarian reports to the Head of Library and supports the Head of Library in the management of the AKO Centre Library. The Assistant Librarian position requires a strong working relationship with both academic staff and students and in particular for contributing to the development of the AKO Centre Library as a learning resource centre which supports and enhances the learning environment of the school.
The Library team provides advice and assistance to all users in relation to materials available, procedures and equipment. The staffing complement is: Head of Library; Assistant Librarian; Library Assistant (full time, term time only.)
Key Result Areas
To support the Head of Library in:
· Assisting with induction programmes for new students;

· Planning and delivering Information Literacy sessions and sessions to support individual departments;

· Maintenance of the collection;

· Promoting library resources to users;

· Encouraging a love of reading for pleasure.

Operational Requirements
The Assistant Librarian will be responsible for assisting in the operational requirements
of the library.
Key Results
· Assist students and staff in the use of the library in order to ensure a high level of user satisfaction

· Maintain an orderly and functional environment that is conducive to learning with due regard for the health and safety of all users

· Monitor the appropriate behaviour / use of the library and following up where necessary with reference to the Head of Library and according to the UCS Pastoral Policy and Practice

· Deal with users’ enquiries and where appropriate to refer them to the Head of Library

· Log all requests for the attention of the Head of Library

· Assist in training and supervision of library assistants and student librarians

· Facilitate group visits as required

· Deputise for the Head of Library as required

· Maintenance of Softlink Oliver, including LearnPath

· Stock promotion

· Maintenance of the library website

· Assist with library reading initiatives e.g. book groups

· Manage the library’s social media presence

· Write and circulate the library online newsletter

Circulation Management
Key Results
· Issue and recall loaned resources.

· Mend, discard and/or replace library materials as required.

· Maintain the school library’s catalogue.

· Shelve returned materials.

· Check whether returned materials are damaged; overdue; on reserve.

· Manage the overdues  
· Manage the billing procedure for unreturned items

· Record usage statistics

Classification Management
The Assistant Librarian will be jointly responsible for the classification, cataloguing and
processing of new library materials received for circulation.
Professional Development
The Assistant Librarian will be responsible for developing and proposing his/her own
personal and professional development plan to facilitate ongoing job knowledge and
expertise.
Key Results
· Take responsibility for personal professional development to keep up-to-date with new approaches, facilities and technologies relevant to learning resources.

· Develop a high level of awareness of current children’s literature and developments in education and librarianship in order to ensure that the library provides an up-to-date service to its users.  

Requirements for the position
Essential
· Degree and / or postgraduate qualification in library or information science

· Ability to work without supervision

· ICT literate 

· Working knowledge of a Library Management System

· Practical working knowledge of classification and cataloguing

· Excellent communication and interpersonal skills

· Ability to work as part of a team

· Demonstrates initiative and can follow through actively to a successful conclusion



Desirable
· Experience of working in a school environment

· Flexibility to meet new challenges and changes in requirements 

4            TERMS
This post could suit a newly qualified LIS graduate as UCS will provide grounding in school library management and support the successful candidate towards chartership or it could equally suit someone with a library background. The salary for the post will be dependent on qualifications, skills and background. Benefits include a staff pension scheme. Food is also provided throughout the day.
UCS is committed to the welfare and safeguarding of children. The successful applicant will be required to undertake an Enhanced check for Regulated Activity from the Disclosure and Barring Service (DBS). This is a requirement as the position is within a school working with children under 18 years of age. UCS will also undertake its own recruitment checks through contact with previous employers, referees, and others, to confirm applicants' identities and their professional records.
Arrangements for the Appointment
In addition to completing the accompanying form, applicants should provide a full Curriculum Vitae and a supporting letter. The closing date for applications is midday on Tuesday 15th October 2024. Interviews will be held shortly afterwards, although please note that we reserve the right to appoint at any time during this process, should a suitable candidate emerge.
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