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The School 
Wellingborough is a School that is keenly aware of its history and traditions, but not held back by 
them. Founded in 1595, it has always sought to make bold and timely decisions in order to ensure 
that the pupils are able to flourish and thrive, and that the nature of the School supports this aim. 

 
The School moved to its current site in 1881 to support its growth, but leaving the town centre 
did not reduce the importance it places on its links with the local community. Our pupils and staff 
lead and support a number of initiatives, engaging with other schools, businesses and charities in 
Wellingborough and the surrounding area. 

 
Girls were first taught here just over 50 years ago, and the School became fully co-educational in 
1979. Girls now make up more than 40% of the pupil body. We welcomed pupils below the age 
of 8 for the first time in 1990 with the introduction of a Pre-Prep in a purpose-built facility, just a 
few years before converting to a day school at the turn of the century. 
 
Each of these changes has strengthened the School’s ability to maintain its appeal to a diverse 
range of pupils, a feature which is part of its core and attracts families from across five counties. 
Academic achievement is important but we focus on adding value and look to accept every child 
who we believe will be happy in our environment. 

 
We are extremely proud of our pastoral care, and believe that we are far ahead of most schools 
with regard to pupil welfare. Our Club system in the Prep School and the Senior School House 
structure, the dedicated team of three counsellors in our Wellbeing Department, frequent and 
regular liaison between colleagues: all of these play a part in ensuring that each individual pupil’s 
needs are met. 

 
We know that our pupils will need much more than exam results when they leave us, and we put 
an emphasis on developing softer skills through a breadth of co-curricular opportunities. Sport, 
Music, Drama, CCF and the Duke of Edinburgh Award are big players, but there are so many 
other ways in which the pupils build confidence, leadership, flexibility, resilience and the ability to 
know what they want to do with their lives. 

 
Wellingborough is a wonderful school. It has a warm, relaxed feel with a sense of partnership 
between pupils, staff and parents. There is a constant buzz created by a determined, purposeful 
desire to support each other and to fulfil the pupils’ ambitions. The School is never still, as 
everyone in our community tries to get the most out of the opportunities that are provided. We 
look forward to welcoming someone new to join our quest to do the best for every child. 
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The Role 
 
Contract type: Term Time, Permanent 
Hours of work: Monday to Friday, within the hours of 8am to 4pm, 35.25 hours per week. 
Reporting to: Director of Learning & Teaching 
Salary: £17,827, based on working a full academic year, including holiday entitlement. 
Disclosure Level: Enhanced 
 
Job Purpose: To ensure the efficient daily running of the School Libraries with supervision of 
the users. To promote a love of and excitement for reading. To have an enthusiastic interest in 
and knowledge of books and an ability to deal confidently and positively with children. 
 
General 
 

• Supervise pupil use of the School Libraries 
• Maintain a tidy and respectful space that can be enjoyed by all 
• Assist pupils with reading choices and promote wider reading 
• Register all borrowed and returned books 
• Shelve returned books and repair books as necessary  
• Ensure all borrowed books are returned in a timely fashion and enact procedures for 

late/lost books 
• Ensure all new books are correctly catalogued according to the Eclipse system 
• Process new books – classify, label and cover 
• Help support teachers with their classes in the library 
• Order new books as required  
• Monitor and update subscriptions as required  
• Report any IT matters, to the IT department, ensuring all devices are fully operational 
• Make recommendations for improvements to the Library facilities and resources 
• Perform yearly stock take 
• Request and administer annual budget 

 
Prep library specific 
 

• Supervise pupil use of the Library and computers during break times 
Weekly 

• Accelerated reader: 
o Print and issue certificates 
o Update Club competition scores  
o Email Top Readers to Club Presidents 
o Monitoring of target hitting – issuing Benes and Commendations  
o Monitoring of “Millionaires” updating board.  

• Print Benes and Commendations 
• Run Junior Librarians: Teach them how to use the library system, shelve books and create 

reading displays 
• Run Year 2 Library Lunch Club: Create activities and play library related games 

Termly 
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• Renaissance: 
o Assist with STAR Reading and STAR Maths tests 
o Set Reading targets 
o Collate AR progress spreadsheets 

• Create visually attractive displays on a particular topic to stimulate pupil interest 
• Create Book Boxes on IPC topics for each year, each half term 

Yearly  
• Junior Librarian: 

o Add/remove new and old students 
o Change classes  

• Renaissance: 
o Add/remove new and old students 
o Change classes 
o Prepare site for the new academic year 

• Organise Scholastic Book Fair  
• Order reader incentive prizes to complement AR certificates   

 
Senior library specific 
 

• Support EPQ work with advice on referencing and sourcing material 
• Curate displays and collections to support co-curricular events e.g. diversity week  

Yearly  
• Eclipse: 

o Add/remove new and old students 
o Change classes  

• Order BookBuzz books for Year 7 
• Order Carnegie books 

 
Revision of Job Description: 
There will be a periodic review to ensure that the principal duties have remained as stated above    
or that any changes have been made in agreement with the incumbent. 

 
The duties of the post could vary from time to time as a result of new legislation, changes in 
technology or policy changes in which case appropriate training may be given to enable the post 
holder to undertake this new/varied work. 
 
Benefits 

• Generous pension scheme  
• Free lunch available for all staff during term-time 
• An employee wellbeing programme offering free and confidential support 
• Free use of the School’s fitness facilities, and subsidised use of our other facilities on an 

availability basis 
• Free on-site parking 
• Support for Government schemes (Cycle to Work etc) 
• A warm and supportive working environment 
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The Process 
The application form should be returned together with a covering letter, ensuring it does not 
exceed two pages, in which the applicant should explain what he/she can offer to the post. 
Applications by e-mail are welcome.  CVs are not required. Please send them for the attention of 
Lulu Corrigan, HR Manager, to recruitment@wellingboroughschool.org  
 
Safeguarding 
The post holder’s responsibility for promoting and safeguarding the welfare of children and young 
persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to 
and ensure compliance with the School’s Child Protection Policy Statement at all times.  If in the 
course of carrying out the duties of the post, the post holder becomes aware of any actual or 
potential risk to the safety or welfare of children in the School s/he must report any concerns to 
the School’s Designated Person or to the Headmaster. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

School Librarian 
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Person Specification 

 

Competence Essential Desirable 

Skills & Experience   

• Computer literacy (MS Office experience, including word-
processing, spreadsheets and e-mail) 

Yes  

• A minimum of 5 GCSE qualifications. Minimum grade C or 
equivalent and must include Maths and English 

Yes  

• Experience of working in a learning environment with 
children of a Prep School age (7-11) 

 Yes 

• Experience of working in a library and knowledge of general 
library systems and practices 

 Yes 

Personal Qualities   

• A keen reader with a strong interest in and enthusiasm for 
children’s literature 

Yes  

• Able to prioritise own workload and work to competing 
deadlines 

Yes  

• The ability to work effectively within a departmental team 
and individually 

Yes  

• Have effective interpersonal skills, be positive and 
approachable 

Yes  

• A willingness to continue to develop as a professional Yes  

• Sound organisation, administrative and time-management 
skills 

Yes  

• Flexibility and adaptability Yes  

• The ability to think laterally  Yes 

• A sense of humour Yes  


