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LIBRARIAN – JOB DESCRIPTION 

Grade 3 points 4 - 6 
 

JOB PURPOSE 

To work under the direct instruction of the Headteacher/Reading Co-ordinator to support 

access to the library for pupils, encouraging reading and the enjoyment of literature.  

 

SPECIFIC DUTIES  

1. Keep the library in a tidy state and teach the children to do so.  

2. Arrange books in age appropriate ways, with as many books shown face-up as possible 

whilst creating a welcoming and lively area to give a wow factor and using the Dewey system 

as is currently in place.  

3. Keep the computerised library lending system and stock list up to date.  

4. Maintain and renew library displays of books to promote particular authors and topics of 

interest.  

5. Establish good relationships with pupils, acting as a role model and encouraging reading and 

an enjoyment of literature as well as advising children on a suitable choice of book depending 

on their reading ability and interests  

6. Work alongside the Reading Co-ordinator to create a regular flow of new books in the 

library, to lead events such as book fairs and to find out about book competitions and promote 

and lead these throughout the school. 

7. Compile curriculum topic boxes for each class each half term, delivering and collecting these 

from each class.  

8. Teach research skills to children within the library.  

9. Run a lunchtime Reading Club for groups of pupils. 

10. Work with class teachers during class library sessions to develop children’s love of books 

e.g. reading stories, researching with small groups. 

 

Standards and Quality Assurance 

 Support the aims and ethos of the school 

 Set a good example in terms of dress, punctuality and attendance 

 Attend staff and team meetings as appropriate 



 

 Undertake training relevant to the responsibilities of the post 

 Be proactive in matters relating to health and safety 
 
Safeguarding Children Display a commitment to the protection and safeguarding of children 

and young people in line with the ‘Guidance for Safe Working Practice for the Protection of 

Children and Staff in Education Settings’.  

 
Supervision received 

From Headteacher, Reading Co-ordinator or Inclusion Manager 

 

Principal contacts 

Pupils, Reading Co-ordinator, Headteacher, class teachers, Inclusion Manager, Teaching 

Assistants and parents. 

 

Special conditions 

This appointment is for term time only. 

 

The job description sets out the main duties of the post at the date when it was drawn up. 

Such duties may vary from time to time without changing the general character of the post or 

the level of responsibility entailed. Such variations are a common occurrence and cannot of 

themselves justify a reconsideration of the grading of the post. 

It is a requirement of this post that personal holidays are arranged to coincide with school 

holidays. 

 

 

 


