






Telephone: 0115 977 5380            Email: recruitmentnes@archwaytrust.co.uk       Website: www.archwaytrust.co.uk  

The Nottingham Emmanuel School t Welcome from the Principal 
 

At The Nottingham Emmanuel School, we strive for excellence. We are entirely focused 

on delivering the highest standards of teaching and insist on the highest standards of 

conduct amongst our students.  As a result, we can be confident of the very best 

outcomes for our students: excellent examination results which enable them to take 

their next step in life. 

 

We also believe, that education today is something more than academic success alone. 

:µ��� ��� ]u�}���v�� ��� �Z]o���v[�� À]��o� �����u]�� ��À�o}�u�v�� ]�� �Z� development of 

values and character, on which so much in life really depends. Many parents are 

looking for a school which develops values of service, compassion, humanity, 

community, thankfulness, courage, hope and forgiveness. They want their children to 

grow up to be open-minded, outward-looking and generous spirited t ready to make a difference to the 

world around them. They want their children to develop in a truly rounded way: academically, physically, 

socially, culturally, and crucially, morally and spiritually. 

 

What sets The Nottingham Emmanuel School apart is its determination to achieve both: to set the highest 

academic standards alongside strong, inclusive Christian values and ethos. I am delighted to lead a school 

which exemplifies such high standards and high ideals, and I look forward to welcoming you here. 

 

 

 

Derek Hobbs 

 

The Vacancy 
The Trust is seeking a self-motivated and 

committed Librarian to join the team at 

The Nottingham Emmanuel School.  

 

We are searching for an enthusiastic, 

highly organised and flexible person to join 

our team. As a valued member of the 

English Learning Community the post 

holder will take a significant role in the day-to-day running of the library.  

 

The post holder will be responsible for assisting with the development, management and organisation of 

the Library facilities to ensure high quality provision of resource and information services to staff and 

students.  

 

Previous experience of working with young people in an educational setting and experience of working in a 

library is desirable. 
 

Our vision for the Academy is for it to be a place where pupils have a love for learning, a place where all 

pupils believe in themselves and can enjoy the challenges presented to them, understanding the benefits of 

the progress they make. 

 

Whilst employed to work predominantly at the Nottingham Emmanuel School, there may be a requirement 

for the post holder to work across any of the sites that comprise Archway Learning Trust in accordance with 

the needs of the Trust. 
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Vision & Ethos of the Trust 
The vision statement of the Trust demonstrates its Christian ethos and faith foundation. The Trust believes 

in the transformational power of education for each individual and that this is enhanced through 

collaborative working between the academies. 

 

We believe:  

x That a Christian ethos underpins and informs all that we do  

x That the focus of the Trust is to promote collaboration between schools within a strategic locality in 

order to secure mutual improvement  

x That through managed collaboration between academies there will be increased and improved 

opportunities for the development of all staff, students/children, parents and community  

x In the development of a broad and balanced curriculum that supports young pe}�o�[������}v�o�

development and preparation for life  

x That the family of academies within the Trust, working together, will secure continuity and 

progression for all  

x That there should be high expectation for all children/students and young people whatever their 

circumstances or starting point and addressing disadvantage  

x That, through its structures and work, the Trust can create and support effective Governance for all 

members  

x dZ��U��Z�}µPZ��Z��d�µ��[��Á}�l����}���]��������u]��U��Æ����]����v�������]�Ç�Á]ll be developed so that 

they can be supported with their development needs and economies of scale achieved  

 

Safeguarding Children and Young People 
Archway Learning Trust is committed to safeguarding and promoting the welfare of children and young 

people. All staff and volunteers are therefore expected to behave in such a way that supports this 

commitment. Appointment to this post will be subject to the following satisfactory pre-employment checks: 

 

x Health 

x Identity 

x Relevant work qualifications  

x Right to work in the UK 

x Barred List Check (previously List 99) 

x Disclosure & Barring Service Check (for all staff and volunteers) 

x References 

x Childcare Disqualification Declaration Check (relevant Primary School posts only) 

 

Applications 
For more information about the academy, please visit www.emmanuel.nottingham.sch.uk . To apply for the 

�}o���o������}Ávo}����Z��ZSupport Staff ���o]���]}v�&}�u[�(�}u��Z��Zs���v�]��[�����]}v�}v�}µ��Á���]����v��

submit to recruitmentnes@archwaytrust.co.uk clearly demonstrating your suitability for the role.  

 

Closing Date: 9am Monday 25th March 2019  

Provisional Interview Date: Week commencing 1st April 2019 
 

If you have any queries, wish to discuss the role informally or undertake a visit to Nottingham Emmanuel 

School, please do not hesitate to contact us via email recruitmentnes@archwaytrust.co.uk or telephone 

0115 977 5380. 
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Job Description 

 

POST TITLE:  Librarian  

 

GRADE:  Grade 7  

 

SALARY:  £21,074 to £23,866 pro rata per annum   

 

RESPONSIBLE TO: Director of English Learning Community  

    

JOB PURPOSE 

 

To assist with the development, management and organisation of Library facilities to ensure effective 

provision of resource and information services to staff, students and members of the community. 

GENERAL RESPONSIBILITIES 

 

1. Support the overall Christian ethos of the Trust. 

2. Be aware of and comply with Trust policies and procedures including but not exhaustive of:  

x Acceptable Use of IT Policy 

x Code of Conduct 

x Extremism & Radicalisation Policy 

x Health, Safety and Security Policy & Guidance 

x Keeping Children Safe in Education (Part 1) Guidance 

x Safeguarding Policy and Training Slides 

x Whistleblowing Policy  

x IT Pack including Acceptable Use Statement 

x Health, Wellbeing and Benefits Policy 

x Finance Policy 

3. Be aware of and support difference and ensure equal opportunities for all. 

4. Contribute to the overall aims of the Trust and Academy Improvement Plans 

5. To develop and implement own professional development and skills 

6. To behave in a manner that is professional, friendly, fair with students and colleagues demonstrating 

and role modelling politeness and respectfulness 

7. To demonstrate an excellent record of attendance and punctuality. 

8. Work cooperatively as part of the Trust wide staff team 

9. Undertaking any other duties which may reasonably be regarded as within the nature of the duties 

and responsibilities/grade of the post as defined. 

 

SPECIFIC RESPONSIBILITIES 

 

{ To create and maintain a welcoming and well stocked, user friendly environment for learning 

within the library. 

{ To provide guidance and advice to readers and library users. 

{ To provide guidance and support for users of ICT and other educational technology available in the 

library areas. 

{ To assist with the maintenance of the automated library system and the accompanying 

administrative routines. 

{ To assist with the administrative routines associated with Accelerated Reader. 

{ To manage the issues and returns of books and other materials. 

{ Routines connected with the cataloguing of new materials. 
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{ Maintenance and display of newspapers and magazines. 

{ Arranging books and other resources for effective retrieval, including classification and cataloguing 

of all library resources. 

{ Supervision of students before school, during break and lunch times and after school. 

{ Actively promoting and managing after school clubs. 

{ Under the guidance of the English DLC, support reading by working 1:1 or with small groups. 

{ Supporting the development of other technological initiatives within the library and supporting 

students and staff in their use. 

{ Provides first aid assistance to staff, students and visitors as and when necessary. 

{ To manage the Library budget. 

{ To assist those with responsibility for literacy in the implementation of strategies and projects. 

{ To manage the resources in the Sixth Form library and any other associated tasks specific to Sixth 

Form. This should include providing key UCAS information and supporting students with the 

application process.  

{ Other reasonable tasks as requested. 

 

STAFF CONDUCT 

 

x All employees are expected to familiarise themselves and follow the Trust vision and ethos during 

their working lives with Archway Learning Trust.  

x We are professional people and expect professional conduct (behaviour and language) based on 

mutual respect, good manners, politeness and common courtesies for all members of our 

community. We expect that at all times employees behave in a manner that models positive 

behaviours for our students to follow. 

x Physical violence, verbal abuse and swearing are unacceptable and not tolerated. 

x Employees are expected to maintain a professional relationship with students.  

x Staff will be fully supported by the Trust at all times in carrying out the behaviour policy.  

 

DRESS CODE 

 

x The Trust expects staff to wear professional business dress mirroring our high expectations of our 

student dress code. 

x Some functions within the Trust are required to wear uniform that will be supplied by the Trust.  

x When working in the kitchens or any food outlet at the Trust, staff are expected to wear full 

protective clothing at all times. 
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PERSON SPECIFICATION t  LIBRARIAN 

 

 ESSENTIAL  DESIRABLE 

EDUCATION & TRAINING   

Further or higher education  * 

Relevant educational or vocational qualifications equivalent to Level 2 

or above e.g. GCSE 

*  

Take responsibility for own professional development and be willing 

to partake in further in-service or external staff development and 

training. 

*  

KNOWLEDGE AND EXPERIENCE   

Librarian and Resource centre work  * 

Previous experience of working within an educational setting.  * 

Previous experience of working with young people  * 

PROFESSIONAL SKILLS 

Communicate effectively verbally, in writing and through IT. *  

Good use of standard ICT packages and ability to learn other packages 

as required. 

*  

Strong organisational and administrative skills *  

Good interpersonal skills *  

Coaching and mentoring skills  * 

PERSONAL QUALITIES 

Confidence and independence *  

Ability to work as part of a team understanding school roles and 

responsibilities and your own position within these. 

*  

Builds and maintains effective relationships with colleagues and 

stakeholders in a fair and equitable manner. 

*  

Enjoys working with young people *  

Commitment to Equal Opportunities *  

Willingness to work within the Christian framework of the school. *  

Archway Learning Trust is committed to safeguarding and promoting 

the welfare of children, young people and vulnerable adults.  All staff 

and volunteers are therefore expected to behave in such a way that 

supports this commitment. 

*  

Suitability to work with children with enhanced DBS check *  

 


