KING FAHAD ACADEMY

JOB DESCRIPTION
POST: 

Librarian

Purpose of the Job: To be responsible for the management, organisation and development of the Learning Resource Centre in support of the curricular aims of the Academy in its teaching, learning and research activities.

Specifically:

1. To manage and develop the Learning Resources Centre.

2. To assist management in the strategic development of the LRC as a facility to support the teaching and learning of the Academy, specifically the International Baccalaureate programmes.

3. To operate a web-based library management system.

4. To develop the staff library facility.

5. To process book orders in consultation with departments and line managers.

6. To produce book orders for departments and process received orders.

7. To register books received into the LRC data base and prepare them to go on shelves.

8. To assist teaching staff during library lesson.

9. To develop and implement study and research skills programmes in partnership with teaching staff.

10. To provide guidance on the appropriate use of the Internet to support the function of the LRC.

11. To participate in relevant staff development activities.

12. To attend Academy based and other meetings, as required.

13. To carry out any other duties as required which are commensurate with the level of responsibility of the post holder.  
