
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
Cheltenham College Librarian 

Cheltenham College consists of two inter-dependent fee-paying schools within a single 
executive structure. College [13-18], founded in 1841, is the oldest of the Victorian public 
schools and is predominantly a boarding school of some 730 pupils, including a Sixth Form 
of approximately 280 pupils. The Prep School [3-13] is largely a day school of some 400 
pupils. Both schools are fully co-educational. The schools are situated in their own spacious 
grounds near the centre of Cheltenham, a flourishing Cotswold town. They have strong 
academic records and a considerable reputation for sport, drama and music.  

The Post 
 
The Library is College’s central learning resource centre and is part of a wider network of 
departmental resources. The work of the Library is to provide appropriate books, equipment 
(including ICT) and study areas to enable pupils and staff to read and to research for both 
academic and leisure purposes. The proper functioning of the Library is crucial to effective 
teaching and learning at College. 
 
The Librarian is responsible to the Head, via the Deputy Head Learning and Wellbeing, for 
the efficient organisation, management and administration of all matters relating to the 
Library. 
 
Organisation, Management and Administration 
In particular, the Librarian will bear the following responsibilities: 
 

• Ensuring that the Library provides a highly effective working environment for 
pupils and staff 

• Establishing excellent working relationships with all Library users 
• Organising classes in library and research skills 
• Recruiting, managing and overseeing Library staff, including contributing to their 

professional development 
• Developing, articulating and implementing Library policies, liaising with Heads of 

Departments as necessary 
• Undertaking an annual audit of the Library and preparing an annual Library 

development plan 
• Attending and contributing to the Heads of Departments’ meeting 
• Developing professional links with relevant bodies 
• Raising the profile of the Library 
• Monitoring and improving the range of research and reading resources 
• Acquiring and cataloguing all books and other printed materials in the main Library 

and holding records of stock in departmental libraries 
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• Ensuring all fiction and academic stocks are kept up to date 
• Ensuring the security and preservation of books and equipment 
• Remaining up-to-date with, and trained in, technical, statutory and other 

developments in the field of librarianship and education 
• Overseeing the provision of appropriate ICT facilities in the Library 
• Arranging displays and promotional material 
• Determining and managing the department budget 
• Supervising revision sessions in the Easter holiday and Summer half term break 
• Creating suggested reading lists for various purposes 
• Complying with Health and Safety, employment, and any other relevant statutory 

requirements 
 
Person specification 
Qualifications 

• Degree and relevant professional qualification 
Essential Knowledge, Skills & Experience 

• Experience of current best practice for managing a library environment 
• Experience of using cataloguing software 
• Digital literacy in relation to online services 
• Confidence in engaging with pupils, experience and enjoyment of working with 

young people 
• Willingness to support pupils with research 
• Excellent communication and interpersonal skills 
• Ability to deal with a wide range of stakeholders (members of academic and pastoral 

staff and pupils) and to maintain a good standard of customer care 
• Planning and implementing engagement activities to promote a love of reading, 

including support for the College’s Reading Diploma 
• Commitment to sharing and communicating knowledge and expertise with others 
• Experience of managing staff and identifying training needs 
• Ability to plan, prioritise and manage own workload to meet deadlines, dealing with 

frequent interruptions 
• Ability to work independently and as part of a team 
• Willingness to take the initiative, and work flexibly and creatively 
• Good analytical and research skills 
• Motivated to further own personal development 
• Experience of managing budgets and resources 

Terms and Conditions 
 

• The post will entail working from 8.00am to 5.30pm, Monday to Friday during term 
time (33 weeks) as well as the Summer half-term week, two weeks in the Easter 
holiday, a week during the Autumn half-term and December holiday and at least 
two weeks in the Summer holiday. 

• College has its own salary scale.  
• After the statutory probationary period, members of staff can join College’s executive 

pension scheme. 
• Lunch is available during term time. 
• Members of staff can use College’s sports facilities (at staff allocated times). 
• Subsidised Health Scheme membership (Benenden) 
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