
 

 

Position Description – Librarian 

 
Position title: Librarian 
Position statement: Responsible for the day-to-day management and 

operation of the school library 
Directly responsible to: DP Curriculum (Teaching & Learning), TiC Library 
Responsible for: Student Librarians 

 
Functional relationship with: Teaching staff, students, external agencies 
Hours: 3 hours per day, term time only. 

Key Objective 
To develop the library as a centre of learning, promoting and delivering a supportive and effective 
facility for all members of the school community, which will foster a love of reading, stimulate student 
curiosity, and enhance life-long learning. 

Primary Objectives 
• To promote the library as the heart of teaching and learning at JPII by making it a welcoming and inclusive 

space for all students and staff members during teaching sessions and break times. 
• To provide an overarching view of the many areas in which the school library can support 

student learning and achievement, and teaching and learning programmes within the 
school. 

• To contribute to the management and administration of all aspects of the school library 
• To foster and support a love of reading and learning at JPII. 

 
RESPONSIBILITIES 

 
Key Tasks Expected Outcomes Performance Indicators 

1.  INQUIRY LEARNING 



• 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 

• Collaborate with staff to 
compile/identify appropriate 
resourcing and scaffolding to 
support students’ research 

• Teach inquiry and 
information 
authenticity skills to 
students 

• Teachers and students receive 
appropriate coaching and 
assistance to access and use 
print and online resources to 
support inquiry learning 

• Library users gain in skills and 
confidence using online and 
print resources relevant to their 
inquiry 

 
• Students are able to 

confidently use a variety of 
research skills to support 
learning 

• Staff are confident users of 
online teaching resources 

• Staff and students are able to 
access appropriate information 
and resources 

• The school library is regarded 
by teachers and students as a 
key source of information to 
support inquiry 

 
• Informal feedback from users 

indicates satisfaction with 
assistance received 

 
• Staff and students participate in 

library orientation 



 

• Assist with information / ICT 
skills coaching for staff as 
required 

• Plan and implement the 
library orientation 
programme 

• Staff and students are 
confident library users 

 

2.  LIBRARY MANAGEMENT 

• Establish and monitor day- 
to-day systems and 
workflows in library 

• Document library 
procedures 

 
• Select, train and supervise 

student librarians 
 
• Prepare, manage and 

monitor the library budget in 
accordance with school 
practice 

• Library operates effectively 
 
• All library processes and 

procedures are documented 
 
• Library operates effectively 

 
• Library expenditure is controlled 

according to school standards 

• Allocated tasks are completed 
within timeframes 

• The Library Handbook is 
relevant and up-to-date 

 
• Allocated tasks are completed 

 
• Annual financial reports, in 

relation to the budget, are 
submitted to school 
management 

3.  RESOURCES 

• Provision of high quality 
resources, including e- 
resources, that meet the 
reading and information 
needs of the school 
community 

• Encourage library usage 

• Library has a balanced, up-to- 
date collection of print and 
online resources that meet 
users’ needs 

• Library users have access to e- 
resources that are relevant to 
their needs 

 
• Collection planning is based 

on reliable data, including 
analysed literacy data. 

 
• Users are able to find resources 

that meet their information and 
leisure needs 

 
• Library promotional events 

and activities result in 
increased library usage and 
awareness of services 
available 

 
• Library is staffed during ‘out 

of class’ times to allow 
maximum availability 

• Borrowing records on the library 
system show appropriate 
material issued to students and 
staff 

• Library computers are used to 
access online information 

 
• Students and teachers find 

and use appropriate e- 
resources 

 
• School data is used to inform 

purchasing decisions and 
planning 

 
• Users’ recommendations are 

included when purchasing 
resources 

 
• Library is open before/after 

school and during breaks 

• Anecdotal and statistical 
evidence of increased usage 
resulting from promotional 
events and activities 



4.  LIBRARY ICT 

• Maintain the library 
management system 

• Plan, compile and 
add/update content to the 
Library pages on SMS 

 
• Maintain close liaison with 

school IT team so that library IT 
is included in school-wide IT 
budgeting and planning; and 
facilities are able to cater for 
increasing online research 
needs of students 

• Library management system 
provides easy access to 
information 

• Library management system is 
updated to latest version 

 
• Library pages on school SMS 

highlight library resources and 
services 

 
• Library IT facilities are 

adequate to support the 
research needs of students 

 
• Library IT experiences minimal 

down-time, and technical 
support is provided in a timely 
manner 

• Users locate information to 
meet their needs 

• Librarian is familiar with latest 
features of library management 
system, and is able to share 
these with others 

 
• Anecdotal and statistical 

evidence of use by students 
and staff 

 
• Library IT is upgraded as part of 

the school’s IT planning 
 
• Liaison with technical support 

ensures minimal disruption to 
library services 

5.  LIAISON AND REPORTING 

• Prepare and present annual 
report that focus on the 
library’s support for teaching 
and learning, highlighting 
significant developments and 
identifying future needs 

• Liaise and collaborate with 
teaching staff and literacy 
specialists 

 
• Liaise with external agencies 

and support groups e.g. 
National Library of New 
Zealand, SLANZA, school 
library networks 

• School management have up- to-
date information about the 
library’s performance 

• Reporting draws on a sound 
evidence base, including 
analysed reading data, and 
library system data. 

 
• Library is seen and used as a 

key resource to support 
reading and research 

 
• Relationships are developed 

and maintained so that sources 
of professional development 
and support are used effectively 

 
• Library users are aware of the 

range of services and resources 
that are available 

• Reports are presented to 
school management 

• Regularly promote library 
resources and services 

 
• Evidence of positive results for 

promotional activities 
 
• Regular contact is made with 

network groups, including 
online networks, eg SLANZA 

 
• Regularly promote services 

from other agencies to school 
staff, eg EPIC databases, 
National Library resources 



Person Profile: 
 

Qualifications: 
 

• A tertiary level qualification 
 

Knowledge of: 
• Library management and systems 
• School library collection development and learning resources 
• New Zealand Curriculum (or willingness to learn) 
• Information and digital literacy skills and their links with the library 
• Children’s and Young Adult literature, especially New Zealand writers and writers who reflect the 

backgrounds of our student body. 
 

 
Skills and Experience 

• Planning and organisation 
• Financial management 
• Excellent oral and written communication skills 
• Collaboration with IT and teaching staff 
• Time and stress management 
• Effective online search skills and use of online tools. 

 
Personal qualities: 

 
• Ability to interact positively and professionally with students and staff 
• A person who promotes the LIGHT values and contributes strongly to a safe and inclusive school culture 
• Ability to promote library to staff and students 
• Ability to facilitate change 
• Love of literature 
• A willingness to engage with colleagues from other school libraries and undertake professional 

development. 
• Willingness to keep up-to-date with information technology and library trends. 
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