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POSITION   DESCRIPTION
     Teacher Librarian

1. [bookmark: 1._Mission_Statement]Mission Statement
· [bookmark: 1.1__To_inspire_all_students_to_aspire_t]To inspire all students to aspire to greatness.

2. [bookmark: 2._Role_Purpose]Role Purpose
· The Teacher Librarian is responsible for working with the Academic Head of Library to manage the day to day operations of the PJ Walsh Library with a vision to inspire, motivate and challenge students to achieve their full potential. 

3. [bookmark: 3._Role_Responsibility]Role Responsibility
· [bookmark: 3.1_The_key_responsibility_of_the_Unifor]The key responsibility of the Teacher Librarian is to work with the Academic Head of Library to contribute to the design and facilitate innovative teaching and learning initiatives.  This includes being responsible for the day to day operations of the Library and for the effective and efficient operation of the Library in accordance with College policies and directions. Incorporated within this, is the need to provide assistance to a range of stakeholders and enhance the College’s image by providing professional, prompt, courteous, efficient and friendly service to staff, students and all other members of the College Community. The Teacher Librarian is directly responsible to the Academic Head of Library. 
4. [bookmark: 4._Role_Accountability]Role Accountability

· [bookmark: 4.1__College_Ethos]College Ethos
· [bookmark: _To_support_initiatives_for_the_growth_]To support initiatives for the growth of Christian Values and the De La Salle tradition within the College Community;
· [bookmark: _To_give_personal_witness_to_Christian_]To give personal witness to Christian values in carrying out his/her duties.

· [bookmark: 4.2_Key_Responsibilities]Key Responsibilities

[bookmark: The_duties_of_the_Oakhill_College_Unifor]The duties of the Oakhill College Teacher Librarian will involve working effectively and efficiently within a team of professional staff in the PJ Walsh Library by:
· [bookmark: _Ensuring_that_procurement_orders_are_p]Being an innovative practitioner with teaching experience across Stages 4-6;
· Working collaboratively with Academic Heads and teachers to provide support for academic courses and related units of work;
· Participating in the teaching of information literacy in the context of the total curriculum, critical literacy and ICT literacy;
· Assisting in the management of the College’s information resources and services to facilitate learning and teaching;
· Coordinate the Colleges Reading Program focusing on growth reading and literature skills;
· Have a depth of knowledge on adolescent literature;
· Library supervision;
· Supervising students who are studying and helping them select relevant material for research purposes;
· Coordinate and manage Library loans and possess knowledge of Library systems;
· Work with teachers to assess curriculum resources and select material to support development specific curriculum area;
· Possess excellent classroom management skills by combining curriculum pedagogy with information skills;
· Develop library collection through selective weeding and review of library materials;
· Promote library services through working with staff for competitions and book promotions;
· Being proficient in the use of ICT and online learning environments with an enthusiastic approach to learn more so that students and staff are supported in their learning;
· Being able to demonstrate a creative and flexible approach to the work environment and conditions;
· Being able to demonstrate teamwork, collaboration, organisational and negotiation skills;
· Oversee a Tutor group;
· Showing willingness to participate in the pastoral co-curricular life of the College.

· [bookmark: 4.3_Other_Requirements]Other Requirements

[bookmark: All_members_of_staff_at_Oakhill_College_]All members of staff at Oakhill College are expected to:

· To create a welcoming atmosphere for those who visit, or contact the College by phone;
· Warmly greet visitors, staff and students and provide prompt and professional service;
· [bookmark: _Model_behaviour_which_is_appropriate_i]Model behaviour which is appropriate in a school, especially a Catholic School;
· [bookmark: _Be_supportive_of_the_Catholic_and_Lasa]Be supportive of the Catholic and Lasallian ethos of the College;
· [bookmark: _Contribute_to_the_building_of_positive]Contribute to the building of positive professional relationships within the College Community;
· [bookmark: _Convey_to_the_public_a_positive_image_]Convey to the public a positive image of the College. To provide prompt and professional service;
· Be helpful to visitors and members of the community;
· Abide by the College’s privacy policy and observe the strictest confidentiality of all information;
· Abide by the College’s policy on the treatment of intellectual property;
· Abide by the non-smoking policy of the College;
· Abide by all Policies and Procedures of the College as found in the Staff Handbook and on the College’s Intranet;
· Willingness to undertake personal development pathways if and when required;
· All employees of Oakhill College recognise and accept that multi-skilling is an essential component of the College and all employees may be required from time to time to undertake duties that are outside their position description but within their skill, competency and capability level.

5. Demonstrated Knowledge, Skills and Experience Required
· Demonstrated Teacher Librarian experience and knowledge of library systems and processes is preferred however, a recent graduate may be considered;
· Ability to proactively recognise needs and identifying appropriate solutions;
· Ability to provide excellent service and support to students, staff and visitors to the College;
· Sound verbal, written and interpersonal skills;
· Proven ability to maintain confidentiality;
· Accuracy, attention to detail and ability to manage multiple tasks and competing deadlines;
· Demonstrated skill in forming effective working relationships and working with a range of groups and individuals;
· Flexible and resilient;
· Uses tact, discretion and diplomacy;
· Demonstrated personal initiative and time management skills;
· Proficient level of computer literacy including Word, Excel and Outlook and the effective use of Library /office equipment and machines;
· Holds and maintains First Aid certification.

6. [bookmark: 6._All_Employees]All Employees
· Support the Senior Leadership Team to achieve the College’s Mission, Vision and Goals;
·  Adhere to College Safeguarding Standards and all College policies and procedures;
· Work in collaboration;
· Attend staff meetings as required.



Completes any other duties from time to time as required at the discretion of the Principal, Deputy Principal, Assistant Principal-Pastoral Care, Assistant Principal-Curriculum, Academic Head of Library, Business Manager, Administration Manager and Finance Manager.
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