
 

 

 

Job Description                      
Job Title: Learning Resource Centre Assistant    

Part time Term Time Only 

16.5 hours per week  12.30-4.00 p.m. (3.00 p.m. on a Friday) 

Pay Scale: The Redhill Academy Trust Grade 6  (Actual Salary £6286 - £6938) 

Reporting to: Senior Lead for English   

Last Updated: November 2018 

Job Purpose: 

 

 

 

 To contribute towards a high quality educational experience for all students. 

 Assist in the day-to-day running of the LRC as a whole school resource to 
enhance teaching and learning. 

 To ensure that an effective resource and information service is provided to all 
students and staff. 

 To support the work of the LRC Coordinator 

Core 

Accountabilities: 

 

 

 

 

 

 

 

 

 

 To take responsibility for the efficient operation of the LRC desk, including 
performing routine circulation duties (the issuing, renewing, reserving and 
returning of books) on the library management system. 

 To deal with any student or staff enquiries, including helping to find resources. 
 To process and prepare new stock. 

 To shelve returned items and regularly undertake shelf-straightening in order to 
ensure books are in the right order. 

 To oversee the Overdues Policy and ensure overdue notices are distributed to 
students/tutors/parents regularly  

 To create and maintain LRC signage and promotional resources, such as displays 
and shelf labels, on a regular basis in order to promote literacy and reading for 

pleasure. 

 To support students and staff with Accelerated Reader and reading lessons in the 
LRC. This includes providing technical support with AR. 

 Supervise Junior Librarians 
 To promote and develop extra-curricular activities for students, including 

homework clubs. 
 To undertake 1:1 reading interventions with low ability students, as required. 

 To supervise the LRC throughout the day, including managing student behaviour 
and implementing the Academy behaviour policy. 

 To keep a record of any periodicals delivered to the LRC. 
 To support the use of ICT facilities in the LRC. 
 To support the LRC Coordinator with initiatives to encourage a reading culture 

and help the school to improve student literacy, such as reading festivals, 
competitions, literacy evenings. 

 To attend and support school events such as Open Evenings to promote the LRC 
and Academy to prospective students and parents. 

 To undertake any general library administration tasks, as required. 

 To be responsive to any Health and Safety issues within the LRC. 
 To be trained in First Aid.  

 

 
 


