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JOB DESCRIPTION
SCHOOL:
Gosforth Academy MAT
POST TITLE:
Learning Resource Centre Assistant 
GRADE:
N4
RESPONSIBLE TO:
MAT Librarian
JOB PURPOSE:             To assist in the daily running of the Academy’s learning resource centres.
MAIN DUTIES:              The following list is typical of the level of duties which the 

                                         post holder will be expected to perform. It is not necessarily        
                                         exhaustive and other duties of a similar type and level may be 
                                         required from time to time.

1
To assist in the daily running of the learning resource centre, including responsibility for it in the absence of the Librarian. Tasks include: the issuing and return of stock, shelving, processing, electronic cataloguing and maintenance of stock, compiling of overdue notices, typing and filing.
2 To provide guidance to staff in the use of the learning resource centre and to encourage staff to adhere to its policies.
3 To assist learning resource centre users with the search for books, online materials and other resources, providing individual reading guidance and supporting the acquisition of information skills.
4 To assist in the selection and reviewing of books and other resources.
5 To assist with the procurement of a range of stocks and supplies, as required.
6 To assist with the promotion of the learning resource centre and its stock/services including the arrangement of displays/other materials and the updating of online resources.
7 To assist in the development and use of information technology in the learning resource centre.

8 To supervise pupils during learning resource centre opening hours in accordance with the Academy’s Behaviour Policy.
9 To assist learning resource centre users by delivering regular reading groups and library inductions as and when required by the Academy. 
10 To update and maintain the learning resource centre catalogue and other administrative systems, including stock control.

11 To promote and implement the Academy’s Equality Policy in all aspects of employment and service delivery.

12 To promote safeguarding and the welfare of children and young persons he/she is responsible for, or comes into contact with.
13 To assist in maintaining a healthy, safe and secure environment and act in accordance with the Academy’s policies and procedures.
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