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The School 

Colyton Grammar School is one of the country’s leading co-educational selective schools.  We 

exist to help able students from all backgrounds achieve beyond what they might have 

thought possible, supporting them to do so with a culture of scholarship, humility and service. 

The school is one of only a small number of secondary schools to have been judged 

Outstanding in five successive inspections, most recently in March 2020, and is consistently 

amongst the top 10% of schools nationally for attainment, and for the past two years of 

validated data has been ranked amongst the top 1% for progress at GCSE. 

However, examination outcomes form just a part of the school’s ambition for our students. 

We aim to empower them to develop as individuals through a broad range of experiences 

and achievements, laying the strongest foundations for happiness and success throughout 

their lives. We develop independent learners who are motivated by intellectual satisfaction, 

a commitment to continual improvement, and a sense of service to others, as much as by 

academic achievement.  

We recognise the high ability of our students and are highly aspirational on their behalf. Our 

curriculum and teaching is based on the principle of ‘high challenge; high support’: we strive 

to ensure students are stretched to develop to their full potential, whilst supporting every 

student to help them rise to this challenge. 

Central to our philosophy is the importance of classroom relationships. These are based on 

mutual trust and respect, creating a supportive, caring learning environment, and providing 

the conditions for exceptional teaching and learning. Staff have exceptional subject 

knowledge and students are inspired by their enthusiasm, within and beyond the curriculum. 

The school provides a very broad range of co-curricular opportunities, which develop life-long 

skills and interests, as well as social and personal skills. 

Staff create learning opportunities which are interesting and engaging. Staff are exceptionally 

committed, reflecting a rewarding teaching environment, with a strong collegiate 

atmosphere, based in a sense of community, collaboration and mutual support.  

The school prides itself on its engagement with pedagogical research and development, and 

is a leading figure working to support other schools in the area, most prominently as a 

Teaching School Hub, leading professional development and subject networks throughout 

Devon. We attach great importance to teachers’ professional growth. Our professional 

development programme, described as a model of good practice by Ofsted, is tied to our core 

belief that we work hard, with humility, so that we and others can grow as people, 

professionals and scholars. To support this we provide a generous, bespoke programme of 

coaching and professional learning opportunities for staff, underpinned by a philosophy of 

evidence-based learning.  A supportive, reflective and outward-looking approach ensures that 

we can all be even greater, with no limits on what we can achieve.  

  



 

Role of the Librarian 

We are looking to appoint an enthusiastic Librarian with a passion for scholarship and 

academic research, a love of reading and literature, and a commitment to working with 

ambitious and engaged students to help them achieve their potential.  

As a selective school, we seek to develop a love of scholarship in our students, helping them 

gain the powerful subject knowledge, confidence and aspiration that will enable them to 

thrive as they take their next steps to university and the workplace. The School Librarian is 

integral to creating this sense of scholarship in students: by cultivating a love of reading 

amongst students, by developing students’ academic research and information literacy skills, 

and by ensuring the School Library is a focal point for scholarship within the school.  

Applications will be considered from graduates with a desire for a career in this area, with 

opportunities for sustained professional development. 

This is a fantastic opportunity to engage with and support motivated students in an 

exceptional school, in an area of outstanding natural beauty. 

Applications should be made via TES website. Mr Nick Wakeling, Assistant Head, would be 

happy to discuss the role with potential candidates. Email: nwakeling@colytongrammar.com 

Potential candidates would also be welcome to arrange a visit to the school in advance of an 

application. 

The School Library 

The library space houses approximately 10,000 physical books and is well used by all year 

groups.  The room is furnished with flexibility in mind, and includes soft seating, study desks, 

and a VDU for co-curricular activities.  It also houses an activities room for small groups and 

meetings, and a sixth form silent study area.  Books and student accounts are managed using 

Softlink’s Oliver V5 Library Management System, which allows for Z Cataloguing and regular 

updates from the school’s Management System, Arbor.   The library uses SharePoint to 

promote the growing collection of digital resources which includes ebooks, popular journal 

titles including The New Scientist and History Today, and archive and database subscriptions 

such as JSTOR.   

The library is host to regular lunchtime clubs and activities that support reading for pleasure, 

reading for knowledge, and general wellbeing.  Current events include the shadowing of the 

Yoto Carnegie Medal for children and young people’s literature, an active Student Librarians 

group, the National Teen Book Club, Oxplore Book Club, Scholarship Leaders, and promoting 

resources that reflect topical events throughout the year.  Last year the library was involved 

in three fundraising activities including a sponsored read and Books2Africa.  

https://www.tes.com/jobs/employer/colyton-grammar-school-1035952
mailto:nwakeling@colytongrammar.com


 

The Local Area  

The school is situated in the village of Colyford in East Devon, part of the East Devon Area of 
Outstanding Natural Beauty, and just one mile from the Jurassic Coast, a UNESCO world 
heritage site. The school draws its students from a wide area, stretching across East Devon, 
Somerset and Dorset. Many staff commute from Exeter, or the nearby towns of Sidmouth, 
Honiton and Axminster, which provide excellent gateways to country, coast and town.  

There is a unanimous feeling among staff that the area is a wonderful place to live.  

  



 

Job Description 

Job title: Librarian 

Responsible to: Assistant Head 

Responsible for: Library Assistant  

Hours:  37 hours per week, 39 weeks per annum (term-time) 

Salary: Col4 + M4 allowance (£30,718 to £33,404) Pro-rated £26,072 to £28,352 

 

Main purpose     

The library is at the heart of the school’s learning community, supporting and enhancing the 
quality of teaching and learning.  The Librarian will lead the development of an innovative Library, 
integral to the life of the whole school. They will facilitate learning by enabling students to access 
academic resources in a fast-changing landscape of communications and information technology. 
At the same time, they will encourage a love of scholarship and reading for pleasure amongst 
students.  

 

Qualities 

An organised, enthusiastic, practical and proactive team player who has the ability to work with all 
members of the school community.  To have a knowledge and passion for literature, value the benefit 
of reading and be committed to inclusion and the well-being of every student and be an outstanding 
role model in your own practice. 

It is the expectation that all members of staff will: 

▪ Be committed to the safeguarding and promotion of the welfare of children and young 

people 

▪ Comply with the policies and procedures relating to child protection, health and safety, 

security, confidentiality and data protection, and equal opportunities, and report all 

concerns to an appropriate person 

▪ Take appropriate action to identify, evaluate and minimise any risks to health, safety and 

security in the school working environment 

▪ Contribute to the overall ethos/work/aims of the school 

▪ Establish constructive relationships and communication with all staff and other 

agencies/professionals 

▪ Recognise own strengths and areas of expertise and use these to advise and support others 

▪ Participate in training and other learning activities and performance development as 

required 

 

Main Duties and responsibilities: 

General:  

▪ To develop and implement a library policy which reflects the educational aims and objectives 

of the whole school   

▪ Plan and oversee a programme for monitoring and evaluating library services and 

performance, including user surveys and statistics on stock and usage  



 

▪ Plan and monitor the delivery of an information and research skills programme throughout 

the school  

▪ To develop an excellent knowledge of academic research resources available to students, 

and to create a hub in the school where students are motivated to pursue independent, 

ambitious reading and research  

▪ To work with all academic departments to ensure each subject is well-represented in the 

library, with material linked to core curriculum and enrichment  

▪ To work closely with the English Department to promote reading for pleasure, producing 

recommended reading lists and arranging author visits  

▪ Develop and oversee a programme of outreach evens with local primary schools, for 

example author visits.  

▪ Assist with the behaviour management of students  

▪ To promote the Library and its resources both within the Library, the whole school and 

externally, where relevant  

▪ To model a love of books and reading, and a commitment to academic research  

▪ To embody the School Ethos 

▪ Prepare and manage the library budgets  

▪ To select, acquire, organise and maintain library resources to reflect the requirements of the 

full school community   

▪ To facilitate library use by systematic indexing, classification and cataloguing of all library 

resources and disseminating information on those resources to staff and students   

▪ Monitor use of Library resources, both paper-based and online, maintaining usage statistics, 

and records of losses and overdue items  

▪ To complete an annual risk assessment and to highlight any health and safety issues for 

library users and visitors  

▪ To plan and teach regular lessons to students on reading and research  

▪ To administer students’ participation in children’s literary events and author visits  

▪ To provide guidance and assistance to students and staff on information retrieval, 

independent research and reading materials  

▪ To liaise with Heads of Department, the SENCO and Learning Support on curriculum delivery, 

library stock and supporting students’ needs  

▪ To develop networks with other library professionals  

▪ To be committed to ongoing professional development  

▪ To participate in other duties which may reasonably be regarded as within the nature of the 

responsibilities/grade of the post as defined, subject to the proviso that normally any 

changes of a permanent nature shall be incorporated into the job description in specific 

terms 

 

This document outlines the current duties required and the level of responsibility.  It is not a 

comprehensive or exclusive list and duties may be varied from time to time which do not change the 

general character of the job or the level of responsibility entailed. 

 

 

  



 

Person Specification 

Attribute Essential Desirable 

Education and training • Degree • Librarianship qualification 
 
   

Experience 
 
 
 
 

• General clerical duties 
 

• Working in an Academic 
Library 

• Promoting and facilitating 
academic research 

• Promoting reading for 
pleasure in young people 

• Previous work in secondary 
education setting 

• Teaching experience 
 

Other skills and qualities • Use of Microsoft Office 

• Good organisational ability 
with a systematic and 
methodical approach 

• Self-motivated 

• Able to carry out some 
manual handling and lifting 

• High standard of literacy 

• Proactive 

• Able to work under 
pressure in a busy 
environment 

• Ability to work effectively 
both alone and in a team 

• Ability to communicate and 
relate effectively with both 
students and staff 

• Prioritise own workload 
 

• Use of School management 
information system 

• Use of library management 
software 

• Use of academic research 
resources and conventions 

• Sound knowledge of 
literature for young people 
 

 

 

  



 

 

 


