[image: official letterhead logo]




JOB DESCRIPTION



Position:			Library Manager 

Responsible to:			Executive Officer 

Responsible for:			Library Staff

Functional Relationships:	Library Staff 
			Teaching and Support Staff
			Students 

Duration:			Permanent
			
Key Objectives	
· To provide strategic leadership for the library, effectively managing library operations, staff and programmes to foster a vibrant reading culture, and develop critical thinking skills.  
· To provide curriculum leadership by applying pedagogical knowledge and teaching experience to programme design. 
· To ensure effective use of physical and digital assets, integrate bicultural principles and Te Tiriti o Waitangi into library services, and provide collaborative teaching, curriculum support and professional guidance across the school community.

Leadership
· Provide strategic leadership by leading annual planning for the library and contributing to long-term strategic decisions and school-wide goals.
· Develop and regularly review core library policies (collection development, library guiding documents etc.)
· Uphold the principles of Te Tiriti o Waitangi by developing a bicultural collection, services, and equitable, inclusive library spaces that champion diversity and inclusivity.
· Report regularly to senior management on library activities and strategic initiatives.

Library Management
· Oversee library systems, information management, and digital services, ensuring strong information organisation and accessibility.
· Forecast, plan, and actively manage the library's budget, including purchasing books, resources, capital assets, and monitoring spending and supplier contracts.
· Train, supervise, and conduct regular performance appraisals, goal setting, and professional development reviews for library staff.
· Establish and oversee structured student librarian programmes to build leadership skills and engagement.
· Ensure a physical stock-take of library books is carried out at the end of each year and maintain records and statistics as required.
· Ensure the library environment is safe, well maintained, and presented; in the absence of a duty teacher, be responsible for student supervision.
· Oversee curation, cataloguing, preparation, and weeding of the library collection across print and digital formats.
· Maintain a current, diverse, and culturally responsive library collection.
· Coordinate National Library Interloan requests and facilitate resource sharing across library networks.
· Oversee the preparation of resources required by staff and students.

Teaching and Programme Development
· Engage in collaborative programme design with teaching staff to support student's academic achievement and meet curriculum (local and national) requirements.
· Apply strong pedagogical knowledge and teaching experience to design and deliver engaging, effective library lessons and learning activities for information literacy, research skills, inquiry learning, and reading engagement programmes.
· Provide leadership in digital and AI literacy to enhance student learning outcomes across the school.
· Support students with diverse needs through reader advisory, junior class orientations, assistive technology, and accessible, inclusive library services.
· Provide professional development and support to teaching staff on information literacy, digital tools, and resources.

Promotion and Communication
· Actively connect with the wider school community, building strong partnerships with faculties, parents, and external organisations to ensure the library functions as an integrated central hub for learning and reading.
· Oversee regular communications, such as library newsletters, reporting to the Board of Trustees, and promoting resources to students, staff, and parents.
· Develop and curate modern learning environments across physical and virtual spaces, maintaining engaging displays, online portals, and active book promotion.
· Organise author visits, literary events, and promotional activities to foster student engagement with reading.


Hours of Work:
The position is for 40 hours per week, 52 weeks per annum. The usual hours of work are 8.00am to 5.00pm Monday to Friday, with a 20min paid morning tea break, and a 60min unpaid lunch break.

Terms & Conditions of Employment:
For this position (including remuneration) will be based on the Secondary Teachers’ Collective Agreement (STCA) if the employee is a registered teacher. Otherwise, it will be based on the Support Staff in Schools Collective Agreement (SSCA), Library Grade D.  The starting salary will depend on qualifications and experience.  



PERSON SPECIFICATION
[bookmark: _heading=h.lwe08jp5zq0j]
It is expected that library staff are well read and have an interest in and a deep knowledge of literature which appeals to a broad spectrum of young adults.  Access to information by means of the internet is also part of library employment, so internet and computer literacy is essential.

As in many positions in a large secondary school, the ability to be flexible, use initiative and to work under pressure is essential.  A good working relationship with colleagues is necessary, as is the ability to relate to teenage students.

Qualifications, knowledge and skills
· Teaching qualification and experience desirable.
· Able to develop and maintain positive and professional relationships with other staff.
· Maintain a professional standard of dress and personal presentation at all times.
· Proficient in MS Office and Google suites of applications and knowledge of library software desirable.
· Highly organised, excellent communicator.
· Has a positive, can do attitude, contributes to a harmonious and supportive school office workplace environment. 
· Displays flexibility, initiative and judgement in managing workload and tasks to ensure deadlines and priorities are met (e.g. develops annual systematic timeframes/schedules).
· Demonstrates professional practice and commitment to continuous professional development aligned with professional registration standards set by library associations such as SLANZA, LIANZA, or the National Library of New Zealand, with strong expertise in biculturalism, equity, inclusivity, digital and AI literacy leadership, and Te Tiriti o Waitangi in a modern school library context.

Core Competencies
1. Participation and Attitude
· Displays integrity and takes responsibility for own actions
· Respects diversity in the workplace
· Identifies and participates in personal and professional development
· Accepts and manages personal responses to change in a positive manner
· Works collaboratively as a team member

2. Thinking and Communicating Skills
· Conveys information clearly, logically and accurately (verbal and written)
· Strives to use correct Māori pronunciation
· Actively listens and asks questions if required
· Seeks information, analyses options, considers implications and applies sound judgement to solve problems
· Consults others when necessary and keeps appropriate people informed

3. Managing Self and Relating to Others
· Accepts ownership for finishing work
· Uses time productively
· Establishes systems and methods for organising resources and/or documentation to provide an audit trail for future reference
· Plans and organises tasks on a day-to-day basis
· Actively builds positive and productive working relationships
· Shares knowledge and credit with others
· Accepts constructive criticism and learns from it
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