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Sandringham School  
Job Description 

 
 

   
Job Title:  Assistant Librarian 
Accountable to: Headteacher through a member of the Leadership Group. Line Managed by Librarian 
Accountable for: Promoting students’ reading, literacy, comprehension and wider understanding. 
Hours: 15-20 hours per week, term time only 
Salary:   H3  
Start Date:  September 2022 
 
Background 
The core work of the Assistant Librarian will be driven by the Librarian, in line with the priorities of the school. At 
Sandringham, the Learning Resource Centre (LRC) is the crux: a centre for exploration, curiosity and passion 
for reading and understanding topics, issues, and the world. Through reading, we believe students access the 
curriculum, unlocking their understanding. The purpose of professionals in the LRC is to support each 
individual, to capture their interest, to challenge their understanding and to instil a value for reading and 
discovery.  
 
Core Accountabilities  

1. Responsibility for the LRC in the absence of the Librarian, and to support the team in promoting the 
value of the LRC.  

2. Encouraging students to use the LRC, aiming to increase the number of books being borrowed from the 
library, as well as increasing the reading and understanding of students.  

 
Key Tasks  
 
Responsibility for the Library in the absence of the Librarian  

• Provide cover for the Librarian in her absence  

• Contribute to the vision of moving the LRC forward  

• Ensure the smooth running of the LRC: in the borrowing of books, in the publicity of the LRC, in the 
support of students to access reading and understanding  

• Supporting the Librarian, as directed or in their absence, with the financial control and budgeting of the 
LRC  

 
Encouraging students and staff to use the Library for teaching and learning purposes  

• Promote the use of the LRC (physical and online provisions) to all students and staff and support the 
school reading policy  

• Helping with the organisation and work of the LRC Student Monitors  

• Assisting with the selection and order of new stock  

• Assisting with promoting the LRC, for example reading weeks, book weeks, competitions, etc.  

• Being prepared to make/help with presentations to students and staff  

• Using the LRC computer system  

• Operating the daily LRC routines  

• Assisting with student and staff enquiries  

• Promoting the Code of Conduct expected in the LRC  

• Supporting students to access, engage with and love reading  

• Supporting all stakeholders in the LRC, including the other Assistant Librarian, leadership and staff  
 
This job description will be reviewed annually and may be subject to amendment or modification at any time 
after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out 
the main expectations of the school in relation to the post holder’s professional responsibilities and duties.  
 

 


