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Job Description: Head Librarian of the Secondary School 
 

Reporting to Academic Leadership Team 

Other key relationships Academic Leadership Team including Year Leaders, Faculty Leaders, 
SLT, Primary Librarians, Students and Parents 

 
Purpose 
The role of the Head Librarian is to ensure the resourcing and development of Library service 
on the Secondary Campus is commensurate with an outstanding school.  
 
The Head Librarian assists in leading the learning community on the Secondary Campus in the 
coordination and inclusion of Information Literacy skills across the curriculum. S/he promotes 
a love of reading and the use of information resources to maximise each learner’s potential 
across the Secondary campus.  
 
Education and Experience 
 

● Teaching qualification (desirable and advantageous) 
● A recognised qualification in Library Services 
● Experience in working with young people, ages 11-18, and their families. 

 
Knowledge 
 

● Knowledge of current Child Protection and Safeguarding practice. 
● Experience of working in a school context with knowledge of education systems 
● Awareness of global diversity and third culture issues. 

 
Skills and Abilities 

 
● Possess highly developed verbal and written communication skills  
● Ability to work as an autonomous practitioner with an minimal but appropriate level of 

managerial supervision. 
● Ability to budget and plan strategically to maintain and improve the library services for 

all stakeholders.  
 
Expectations 
The Head Librarian should be able to draw on a professional knowledge base including: 

● a sound understanding of information literacy and lifelong learning principles 

● a knowledge of how to promote and foster literacy and reading 

● a detailed knowledge and understanding of a library management system  
● a detailed knowledge and understanding of the principles of good library management 
● a desire to engage children and young people in using the library resources to learn 

and enjoy their time in school 
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In addition, to be an effective leader, and manager, the Head Librarian is expected to have, 
or demonstrate the capacity to develop, skills and attributes in the following key areas deemed 
necessary for the position: 

● Leadership 

● Team building 

● Decision making 

● Delegation and empowerment 
● Communication 

● Self-management 
● Budget management 
● Performance management 

 
The Head Librarian should be able to demonstrate that s/he can challenge and support all 
staff and students to do their best through: 

● Inspiring trust and confidence 

● Building team commitment with colleagues and students 

● Engaging and motivating students 

● Analytical thinking 

● Positive action to improve the quality of students’ learning 

● Creative initiatives to promote the use and enjoyment of the library 
● Creative initiatives to foster student leadership and reward students who positively 

impact the library services and environment 
● Leading events in the library for the school community, staff, students and parent’s 

such as Book Week  
 
Line management responsibilities 
The Head Librarian reports to a nominated Academic Leader and may be required to report 
on library improvement, development and budgeting issues to the SLT on the Secondary 
Campus. The Head Librarian is responsible for overseeing and supporting the work of the 
Assistant Librarian and Library Assistant on the Secondary Campus. 
 
Main tasks 
The Head Librarian leads and manages the Secondary Library team, which provides the service 
detailed in the Library Policy. S/he also works closely with teaching staff to ensure that the 
Library service provides appropriate resources to support teaching and learning throughout 
the school. Coordinating the inclusion of information literacy skills in teaching and learning is 
an essential part of the role as is the teaching of library and information literacy skills to 
students on the Secondary Campus (as required).  
 
The Head Librarian should also lead in the work with the Primary Library to maintain consistent 
approaches across the whole school and ensure efficient use of resources both physical and 
digital. Furthermore the Head Librarian should be an active part of local networks in Bangkok 
and Thailand to ensure we are at the forefront of library services and development and share 
and use best practice across the best international schools. 
 

 
Specific responsibilities include: 
LEADERSHIP, STRATEGY AND DEVELOPMENT 

● To ensure effective communication between the Secondary Library team and all 
stakeholders 
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● To maintain and develop the policies and practices of an outstanding Library 

● To be responsible for the inclusion of information literacy skills across the Secondary 
Campus 

● To attend middle leadership meetings as requested 

● To maintain an awareness of professional developments and to acquire new skills, in 
order to fulfil the demands of the post 

● To liaise with other library and information professionals 

● To develop and maintain professional relationships with external agents, partner 
schools and regional organisation 

 

MANAGEMENT OF STAFF 
● To assist in the selection and training of Secondary Library staff, ensuring the provision 

of a high quality service 

● To liaise with teaching staff in order that suitable resources and services are provided 
in a timely manner 

● To manage the continuing professional development of all library staff 
● To carry out the appraisal of the Library staff on the Secondary Campus 

● Communicate actively and effectively with the Head of the Primary Library to ensure 
parallel growth and organisation of the library services across both campuses 

● Oversee all library staff at the Secondary Campus 

● To assist in the review of roles, responsibilities and expectations of library staff as well 
as ensuring that job descriptions are in place 

 

MANAGEMENT OF SERVICES AND RESOURCES 
● To promote Secondary Library services 

● To manage the Secondary Library budget 
● To oversee the selection, acquirement, organisation and maintenance of resources for 

the Secondary Library 

● To manage requests for enquiry and information services on the Secondary Campus 

● To manage the physical environment of the Secondary Library 

● To manage an effective system for book return and accounting 

● To support curriculum development projects, as required 

● To co-ordinate Secondary Library centred enrichment activities such as Book Week 
and visiting authors 

● To approve the disposal of old library and text books 

● To supervise or co-ordinate supervision for students who are permitted to be in the 
libraries without a class or subject teacher 

● To carry out other duties that may reasonably be required by the Head of Secondary 

 
The duties and responsibilities of this post may vary from time to time according to the 
changing demands of the school. This job description may be reviewed at the reasonable 
discretion of the Heads in the light of those changing requirements and in consultation with 
the post holder. The performance of the Head Librarian in these key responsibility areas will 
be formatively reviewed over the year as part of the school’s appraisal process. 
 

 

 

 


