
 

 

 

 
 
POSITION DESCRIPTION: Librarian 
 

Purpose Statement 

To faithfully serve and support all students, parents and staff of the Christian College community.  
This is to be achieved through the positive use of skills and talents to achieve the administrative 
outcomes required and expected by the Christian College community.  This act of service is a 
reflection of the servant nature of Jesus as it is observed in his compassion and care of all people. 

Key Responsibilities 

• Contribute to the library team in the day to day running of the library, diligently carrying out 
rostered duties and all library organisational tasks such as shelving, shelf reading, and book 
displays. 

• Organise and run the Reading for Pleasure program and foster and promote a love of reading. 

• Ensure that the Reading Room provides an attractive, welcoming environment that is 
conducive to reading and student engagement. 

• Ensure an excellent knowledge of literature for students in Years 5 – 9. 

• Promote reading and the enjoyment of literature through displays, and Book Week activities. 

• Skilfully use Accessit and LibGuides to promote reading and new resources. 

• Promote the ethical use of information and resources and promote an awareness of copyright 
laws among students and staff. 

• Assist with special events such as Book Week. 

• Assist with the selection and ordering of new library resources.  

• Attend meetings as required as a representative of the library team. 

• Assist with the stock-take of the collection throughout a two-year cycle.  

 

Collection Development 

• Contribute to the development of the fiction collections in the Reading Room. 

• Consult with staff members, or provide advice, on resources for curriculum needs. 

• Contribute to the development of the print and digital collections to meet the curriculum 
requirements in consultation with the Head of Library. 

• Ensure that resources are well catalogued to provide maximum accessibility. 



 

Technology 

• Maintain an excellent knowledge of library programs and developments, as well as online 
encyclopedias and databases, and the use of technology in education. 

• Train students and staff as required in the use of online resources e.g. Accessit library 
catalogue, online encyclopedias and databases, online subscription services, and internet 
searching etc. 

Child Safety 

• Be responsible for understanding and applying the Schools Child Safety Policies and 
Procedures, including identifying and reporting risks, identifying child abuse indicators, 
management of disclosures, and internal and external reporting obligations 

Other Duties 

• Comply with the School’s Occupational Health and Safety policy as amended from time to time 

 

Behaviours 

The behaviours required of you whenever you are on duty representing Christian College whether on 
or off campus can best be summarised as “treating others as you would like them to treat you”. 

 
Examples of this behavioural philosophy include, but are not limited to: 

• Be open and honest in all communication – students and staff 

• Respond promptly to communications 

• Show respect to all students and staff 

• Embrace change 

• Act with professionalism ensuring that personal goals are in line with the College vision and 
strategies 

• Have a good working knowledge of all policies and procedures 

• Be a self-starter, show initiative 

• Strive for excellence, take pride in what you do 

• Be accountable and responsible 

• Be punctual 

• Offer ideas for improvement 

• Offer and receive feedback 

• Be active in managing hazards and safety risk 

Personal Attributes 

• Outstanding organizational skills 



• Excellent written and verbal communication 

• Exceptional interpersonal skills 

• Attention to detail and good problem-solving ability 

• Demonstrate initiative in your role 

Essential 

• Employee Working with Children Card Check 

 
Employment 

This position is 19 hours per week or 0.5 EFT. The current working days are Monday, Tuesday and 
Thursday morning. 
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