
 

 

Job Description 

Librarian/Learning Resources Manager 

Job Purpose 

The School supports all students to take responsibility for independent learning and the Library 

aims to promote the provision of learning resources to aid independent research.  

 

The Frayn (Main) Library was opened in the Spring of 1991, and followed by the Fenwick 

(Reference) Library in 2004. The Libraries have a book-stock of about 15,000 items and a total 

of 36 computers (laptops and Chromebooks) and 16 iPads. There is a tablet in the Frayn Library 

solely for the Open Access Catalogue, which lists all the items in the Libraries, their current 

status, and where they are to be found.  

 

Many of the departments have their own collections of books, though copies of text-books, 

usually GCSE and A-level, are kept in the Frayn library for students to use on a reference basis.  

 

The books on the shelves are well chosen, in good condition, visually appealing and relevant to 

the curriculum with much material available for background reading.  There are also DVDs, 

periodicals and journals (print and online), daily and weekly newspapers. 

 

The pupils behave well and respect the facilities – they are required to keep silent. The Library 

is seen as the hub of the School, not merely by its physical position, but also in the way in which 

it functions as an important and essential part of School life. 

 

The Librarian runs some library lessons for first and second year pupils during selected 

timetabled English lessons to ensure they are able to make full use of the available resources.   

 

In the Autumn Term the librarian teaches key research skills to first year pupils who then 

produce an individual project which is overseen and assessed by the Librarian. The policy of 

requiring the pupils to hand in their notes and bibliography with future essays/projects is then 

carried out throughout the School. 

 

 



 

 

Key Responsibilities 

 

1. The Librarian is a full member of the Common Room and as a Head of Department attends 

Heads of Department and Staff meetings, Prize-Giving and the Commemoration Day 

service. 

2. In day-to-day matters the Librarian is responsible to the Deputy Head (Academic), and 

ultimately to the Head. 

3. The Librarian is to manage and supervise two staff; one part-time library assistant and one 

part-time archivist. 

4. The Librarian is to work in close collaboration with all staff in developing the resources of 

the library and pupils’ use of them. 

5. The Librarian is to take responsibility for the running of the Library. This will include: 

 

• Choosing, buying and processing all library books, magazines, periodicals, software 

packages, as s/he deems appropriate. 

• Developing services so as to ensure that the management and provision of the Library 

supports the aims of the School as a whole. 

• Administering the library budget. 

• Publicising and promoting the Library through displays, posters, articles in the 

Kingstonian and the KGS Newsletter, social media, and encouraging other 

departments to contribute their own displays, relevant to the book-stock. 

• Advising and assisting staff in the use of the Library and promoting their reading 

material - both leisure and academic - as well as that of the pupils. 

• To ensure that all pupils are able to use the Library confidently and effectively by 

means of the library lessons, and to reinforce these by guiding pupils to research 

independently from all common online and printed resources, and producing notes 

and bibliographies when completing essays and/or projects. This is then to be further 

encouraged by other subject teachers throughout the pupils’ time at KGS in order to 

continue the process of independent learning. 

• To encourage and promote leisure reading throughout the School, and in conjunction 

with the English Department, and to provide appropriate reading lists for the 

different levels. 

• To mark national events such as World Book Day, National Poetry Day appropriately, 

and, with the auspices of the English Department, encourage whole-School 

cooperation. 



 

 

• To organise competitions and challenges; display winning material; shadow the 

Carnegie Awards, and suggest and carry out ideas for encouraging and promoting 

reading in the junior classes’ English lessons. 

• To encourage and promote background reading for the different subject areas, 

particularly by the Sixth Form, and ensure that books mentioned in the 

online/intranet subject reading lists are available in the Library stock, wherever 

possible. 

• To raise awareness and be an advocate of digital information literacy with pupils and 

staff, particularly regarding plagiarism and effective use of online sources. 

• To provide a detailed induction session for the new Lower Sixth Form at the 

beginning of each academic year. 

• To help guide and advise on the EPQ and help procure relevant material. 

• To support the Academic Scholars programme e.g. TSBA, EPQ2. 

• To become a member of all relevant organisations and be part of the professional 

organisation CILIP and attend training courses where relevant. 

• To be a member of the local SLA and join in local initiatives including those run by 

Kingston Libraries. 

• To be a member of the Independent Schools Librarians’ Group and attend relevant 

meetings where possible. 

• To attend Trinity Group meetings and hold the event here when it is the turn of KGS. 

• To support the pastoral aims of the school i.e. assemblies, special events, promote 

well-being initiatives such as awareness days, etc. 

 

 

Person Specification 

• Qualified Librarian (ideally Chartered but MA or equivalent in librarianship is essential) 

• Experience of an online library management system 

• Experience of working in a school library (desirable) 

• IT literate and an understanding and enthusiasm for e-technologies 

• Innovative and forward thinking 

• Confident with both staff and pupils in a busy library 

• Experience of managing employees would be advantageous 
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