
Library Manager

Salary / grade range Level 7 scp 17-22 £24,491 - £27,041 FTE
32.5 hrs 9.15am to 4.15pm

Location Co-op Academy Stoke-on-Trent

Reports to Associate Assistant Headteacher

Purpose of role:
1. Contribute to the provision of a high standard of service to meet the needs of students and

colleagues and the whole school community.

2. Lead and manage the library ensuring its effective day-to-day operational functioning, the
strategic deployment of resources and capitation, delivering high quality and value for
money.

3. Collaborate with the SLT Lead for the Empowered Reading Strategy, and the Academy’s
subject leads, to ensure the library is supporting the delivery of the Academy’s curriculum
and its wider strategic aims in these areas.

4. Ensure the library provides opportunities for students to broaden their curiosity and interests
in a range of areas by being a hub for extended student learning beyond the classroom.
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Key accountabilities (and specific duties / responsibilities):

1.
● Write and deliver an annual development plan for the library linked to AIP priorities.
● Write and deliver an annual impact report evaluating the library’s effectiveness against its

development priorities.
● Contribute to the Academy Self-Evaluation Form on a termly basis.
● Produce an annual itemised budget for the Headteacher and Finance Director to ensure the

library is sufficiently resourced and that spending is strategically prioritised, to ensure that
the library delivers its strategic priorities.

● Manage and ensure the effective deployment of support staff allocated to the library,
including the communications and analytics teams, ensuring efficient delegation of tasks.

● Have termly meetings with subject leads to ensure alignment of the library and the
curriculum, attending various meetings as required to ensure strategic coherence between
the library and the curriculum.

● Take the lead on, and be an ambassador for, independent learning in the Academy, using
the library as a central hub.

2.
● Determine opening hours of the library and all other logistical processes ensuring an

effective service across the Academy week.
● Ensure clear communication to colleagues and students about the library offer, working with

the communications team.
● Devise and implement effective systems for the issuing of books, monitoring of returns, and

responding to overdues.
● Ensure the library environment is maintained in an attractive and engaging way linked to the

curriculum and subject priorities.
● Undertake timely and systematic stock takes ensuring that levels are maintained and the

quality of books and materials is consistently high.
● Implement the use of the Dewey Decimal system to enable ease of use for colleagues and

students.
● Maintain the library catalogue.

3.
● Work with the SLT lead to promote the ‘Reading Cafe’ and the e-platform
● Ensure that the performance of all students is monitored and reviewed regularly.
● Ensure that tracking data is used to identify reluctant readers, deploying the analytics team

to support the preparation of real-time and dynamic data and analysis on a weekly basis.
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● Support the Academy’s Ofsted preparedness in terms of developing and maintaining
evidence of the impact of the library with reference to the Quality of Education and Personal
Development judgements.

4.
● Identify events and opportunities for wider-curricular learning.
● Communicate opportunities to parents.
● Collaborate with subject staff to provide extended learning opportunities.

The job description best characterises the role at the time of its formulation. It is subject to review to
align with the needs and requirements of the Academy, in agreement with the post-holder, and by
final agreement with the Headteacher.
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Person Specification
Personal attributes required (based on job description):

Attributes All attributes are
essential, unless
indicated below as
‘desirable’

How measured,
e.g. application
form (A),
interview (I)

Qualifications
● University graduate
● Library qualification, or willingness to undertake

appropriate CPD and development, once in post.
A
A

Experience
● Experience of successful working with young

people.
● Experience of working in a library setting,

preferably a school library.
● Experience of planning, managing and evaluating

a budget and resource deployment.

AI

AI

AI

Skills, Ability, Knowledge
● Good working knowledge of the principles of

effective reading strategies.
● Knowledge of how to run an effective library

including evaluating its impact.
● Knowledge of up to date pedagogy and research

surrounding reading.

AI

AI

AI

Personal Qualities
● Committed to excellence.
● Passionate about Reading AI

This post is subject to an enhanced DBS check. We value variety and individual differences, and aim
to create a culture, environment and practices at all levels which encompass acceptance, respect and
inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and
principles, and the Ways of Being Co-op.
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