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Job Description

Job Title:		Literacy Co-ordinator and Librarian
Hours:			36.25 per week (8:00am – 3:45pm including a 30 minute unpaid break) 
39 weeks per year (Term Time + Inset Days) 
Responsible to: 	Head of Literacy
Salary:                          	Band 4 (SCP 12 to 17)

                                   	
Main Purpose of the Job:
· To work under the direction of the Head of Literacy to foster a culture and love of reading across the college and to ensure the college library is an inclusive, vibrant and accessible resource for all.  
· To co-ordinate and implement reading, writing and oracy interventions, supporting students who require additional help.


Main duties will be to: 

Day to day running of the library:
· To be responsible for the day-to-day management and use of the library ensuring shelves, books and materials are kept tidy
· To oversee book borrowing and laptop distribution before college, at break time, lunch time and after college
· To lead library induction sessions with Year 7 students on entry
· To facilitate enrichment opportunities such as Oxplore, Reading Eggs
· To offer enrichment opportunities before and after college
· Manage the library’s resources, including selection, cataloguing, and promotion of books and digital materials.
· To monitor library usage and borrowing data
· To carry out clerical routines connected with the ordering and receipt of new materials and to order stock to support the curriculum
· To develop networks with other library professionals to promote reading

Literacy Interventions:
· To co-ordinate and deliver reading and writing interventions to small groups of students with targeted reading and writing aims
· To organise and co-ordinate oracy workshops for students
· To schedule annual reading tests for students in Year 7, 8 and 9
· To communicate with parents and carers about reading intervention and explicit vocabulary students need to know, promoting reading at home
· To facilitate intervention for students at Key Stage 4 who struggle to access the curriculum due to literacy barriers
· To co-ordinate Key Stage 5 ready study skills with GCSE students
· To liaise with SEND department to ensure interventions are impactful
Promoting Whole College Reading:
· To lead and facilitate reading materials for BTH Reads as part of the Personal Development curriculum
· To lead on whole college strategies to promote a love of reading: teacher recommendations, book of the fortnight etc.
· To promote and showcase reading via communications with families
· To promote a love of reading through competitions, events, author visits with the support of the Student Ministry
· To promote rewards and celebrate success for students and particularly those engaging with reading intervention
· To undertake CPD regarding the most up to date educational research around literacy and disseminate relevant information to staff as appropriate 


Additional:
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person
· Maintain confidentiality of information acquired in the course of undertaking duties for the college
· Be responsible for your own continuing self-development, undertaking training as appropriate
· Contribute to the overall ethos/work/aims of the college
· Undertake any other reasonable duties, as directed by the Headteacher 
· This job description will be regularly reviewed and may be subject to amendment at any time after consultation with the post holder.  It is not a comprehensive statement of tasks but sets out the main expectations of the college in relation to the post holder’s duties and responsibilities
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Person Specification

	Education/Qualifications/Training
· GCSE C + qualifications/equivalent in Maths and English
· A degree or relevant qualification (e.g. librarianship, English, education)
· Evidence of ongoing professional development, particularly in literacy or library management
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	Experience
· Experience working in a school, college or library setting
· Experience delivering interventions or supporting literacy development
· Experience working with children and young people, including those with SEND
· Experience managing resources and organising events is desirable
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	Personal skills and knowledge
· Strong knowledge of children’s and young adult literature
· Good understanding of literacy development, including reading, writing, and oracy
· Ability to use library management systems and maintain accurate records
· Excellent organisational skills, with the ability to plan and deliver interventions and events
· Confident user of IT, including Microsoft Office and digital library resources
· Strong communication and interpersonal skills, able to work effectively with staff, pupils, parents, and external professionals
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	Personal skills and abilities
· Enthusiastic, approachable, and committed to promoting a love of reading
· High expectations for all pupils and belief in their potential
· Commitment to equality, diversity, and inclusion
· Ability to work independently and as part of a team
· Flexible, proactive, and able to prioritise workload
· Commitment to upholding the ethos and values of Blessed Thomas Holford Catholic College
· Commitment to safeguarding and promoting the welfare of children
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