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Position:  Lead Librarian  
Team: Pedagogy & Effective Learning 

Reporting to:  
Functional Relationships with: 

Deputy Principal 
Middle Leadership Team 

Responsible to:  Principal 
 

KEY Objectives:  
Refer to the Person Specification for Lead Librarian 

To manage the daily operation of the school 
Library and learning service 

 
Key Tasks Expected Outcomes 

Promote the role of the School Library: 
 The Lead Librarian is expected to promote the role of 

the Library, and the range of resources students can 
access through the Library, to support inquiry and 
develop information literacy across all year levels and 
all curriculum areas 

 
 Ensure students and staff are able to access appropriate 

information and resources  
 Promote the Library for students, staff and the wider 

community as a key source of information to support 
learning and inquiry  
 

Manage the Library space: 
 The Lead Librarian is expected to establish and 

monitor day-to-day systems and workflows in Library 

 Establish, monitor, review and document appropriate 
Library systems  

 Staff the Library during ‘out of class’ times to allow 
maximum availability 

 Ensure the Library is a safe learning space 
 Supervise and train Student Librarians 
 Manage the Library team 
 Ensure the Library is an ‘inviting’ place for all users 

Maintain and develop resources: 
 The Lead Librarian ensures high quality resources, 

including e-resources, that meet the reading and 
information needs of the school community are 
provided 

 Prepare a budget proposal with the assistance of 
appropriate staff 

 Manage and monitor the Library budget in line with 
school policy and practice 

 Check purchases against invoices 

Maintain the ICT facilities of the Library: 
 Liaison with technical support ensures minimal 

disruption to Library services 
 

 Maintain the Library management system 
 Maintain close liaison with the school ICT team so that 

Library ICT facilities are able to cater for increasing 
online needs of students 

 Provide easy accesss to appropriate e-resources  for 
students and teachers 

 Contribute to the school website/newsletter 
 

Collaborate and report: 
 The Lead Librarian is expected to liaise and 

collaborate with teaching staff, literacy specialists, 
external agencies and support groups  

 
 Prepare and present regular reports that focus on the 

Library’s support for teaching and learning, highlighting 
significant developments and identifying future needs  
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Health and Safety: 
 The Lead Librarian contributes to a safe working and 

learning environment 
 
 
 
 
 
The Lead Librarian provides other duties as assigned by 
the Deputy Principal 

 Model and promote collaboration between teachers 
and students in planning and supporting learning. 

 Liaise with external agencies and support groups such as 
the National Library of New Zealand, SLANZA and school 
Library networks  

 Liaise and collaborate with teaching staff and literacy 
specialists to enhance learning for all students 

 Take responsibility for personal safety and wellbeing 
 Contribute to a culture of teamwork, respect and 

collegiality amongst staff that reflects the key objectives 
of this role in the organisation 

 All Staff have a responsibility to work towards ensuring 
that the school’s health and safety policy is effective: 

o practising safe work methods,  
o proper use of safety equipment  
o active participation in elimination of workplace 

hazards 
  

Employment Details: 
 
GRADE: C  Step: dependant on skills and experience 
   
Number of HOURS: 35 hours (per week) 
 
Number of WEEKS: 39 weeks (per year) 
 
Hours worked DAILY: 7 hours daily 
 
 
Signed:         Principal 
 
                        Lead Librarian  
 
Date  ________________ 
 
SPECIAL CONDITIONS: 
Education is an ever-changing environment and all staff are expected to participate constructively in school 
activities and to adopt a flexible approach to their work. Whilst every effort has been made to explain the main 
duties and accountabilities of the post, each individual task undertaken may not be identified. 
 
This job description will be reviewed annually during the appraisal process, and will be varied in the light of 
the needs of the school.  
 
The job description sets out the main duties of the position 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. 

 


