CHESHIRE EAST COUNCIL  	JOB DESCRIPTION QUESTIONNAIRE 
	 			
	JOB TITLE
	Library or Learning Resource Centre Assistant (Secondary School)
	JOB REF NO
	AAAE5036X




BASIC JOB PURPOSE
To provide effective support for students in the School's Library and support Reading throughout the school and to promote the use of the Library with staff and students.

	NO
	MAIN RESPONSIBILITIES

	1
	To liaise with faculties and pupils to ensure that a choice of relevant and modern materials is available which support the curriculum at all levels. Books are sourced via the School Library Service

	2
	To ensure the provision of an extensive selection of fiction and recreational reading, and to encourage reading by any appropriate means.

	3
	To help and support pupils within the Library to enable them to use the facilities provided to enhance their learning and study skills.

	4
	To maintain a computer circulation system involving cataloguing, processing and upgrading the Library book stock.

	5
	To encourage and develop support from interested students in the operation of the Library.

	6
	To train Library any assistants in the use of the computer circulation system.

	7
	To encourage and support reading within the curriculum and as a hobby

	Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Headteacher/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job. 



				

