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Putney High School 

 

With a focus on outstanding teaching and learning, wellbeing and opportunity, Putney High School is consistently recognised as one of the top 
schools in London and the UK.  Having been graded as ‘Exceptional’ for pupil achievement and ‘Excellent’ in all categories after the most recent 
ISI inpection (the full report can be found here), the school continues to invest in its future, to ensure that the education Putney offers is not only 
the best it can be, but truly forward thinking. 
 
Putney High School is a spirited, ambitious and innovative environment, and out students leave not only with a top set of results, but with the 
confidence and resourcefulness to make their mark in whatever they choose to pursue.  Putney is energetic, fun, supportive and above all, down-
to-earth.  Girls develop real-world skills like oracy and entrepreneurship along with the kind of creative, quick-thinking and human touch that will 
give them the edge in a modern world. 
 
Overall, we are: 

 

A spirited and vibrant school 

Inquisitive, intellectually curious and love learning 

Ambitious, bold and striving for excellence 

Innovative and open minded 

A collaborative and democratic community 

Which acts with integrity, kindness and a sense of moral purpose 

Down to earth 

 
 
Proud of its 126 year history, the school is forward thinking in its approach and is always investing in the future.  A new Science, Music, Drama and 
Debating Centre is scheduled to open in winter 2020, a building that connects STEM subjects with the Arts.  The centre has been made possible, 
in part, thanks to the generosity of the school’s community which has also supported the creation of a state-of-the-art Sixth Form Centre and 
Performing Arts Centre. 
 
Putney High School is part of the Girls’ Day School Trust, a charitable trust and leading group of independent girls’ schools, with over 4000 staff 
and 20,000 students in 23 schools and 2 academies.  As part of the GDST network, schools benefit fro central fees collection, as well as HR, 
procurement, IT and legal advice.  There is also a large central estates department supporting and advising schools on building projects and 
maintenance.  Members of staff at all levels receive training, share best practice and participate in formal and informal networks across the 
schools. 

http://www.putneyhigh.gdst.net/userfiles/putneyhigh/documents/About%20us/ISI%20Report%20Putney%20High%20School.pdf


Library 
 
The Library at Putney is at the heart of the school and is staffed by a full time Chartered Librarian and part time Library Assistant.  The Library is 
open from 7.00am - 5.00pm Monday to Friday and is available to all girls from Year 7 to Sixth Form and staff.  We provide a large modern collec-
tion of fiction and non-fiction books, DVDs, newspapers and periodicals.  The Library operates a rigorous policy of updating the book stock to 
provide a fresh, attractive and relevant collection.  We use MLS Eclipse software as the library management system.  There is study space for 70 
students on both the ground floor and on the mezzanine level and printing facilities available. 
 
The Senior School Library has approximately 7500 books including an excellent collection of reference material and recreational reading.  The 
Junior School Library has a stock of around 3500 books and audio tapes and encourages recreational reading with a variety of library designed 
furniture.   
 
In addition to borrowing books in their own time, students have regular class visits to complement their learning.  The Library also hosts a        
programme of talks and presentations, using the Library’s ICT presentation facilities at lunchtime for pupils and staff to attend. 



Role  

 

Part Time Library Assistant 
30 hours per week 
 
Term Time Only + 10 days 
 

Job purpose: 
To assist the Librarian in providing a 
high level of customer service in the 
Senior and Junior School Libraries in 
order to provide support to all pupils 
and staff, using a variety of library 
resources 

 
Salary:  
Grade 2 of the support staff family 
 
£20,289 FTE = £14,165.74 pro-rata 
 
to 
 
£21,606 FTE = £15,085.27 pro-rata 
 
Depending on experience 



 

Accountabilities 
 
Main functions, amongst other things you will 
 
 Manage the issuing and return of the library’s stock 
 Handle the circulation of physical resources, maintaining a comfortable and efficient environment 
 Assist with collection development, processing new material and withdrawing older items 
 Provide support for cataloguing of new material to both libraries’ collection 
 Process new material so that it is ready for shelving 
 Supervise pupils working in the Library during study periods, lunch and breaks 
 Assist in the general maintenance of the Library—shelving books daily, tidying shelves and doing shelf checks to ensure the non-fiction stock is 

in the correct run 
 Help Library users find material to meet their needs 
 Search the Library database, Eclipse, to its full potential, to search for library material and to update items 
 Be proficient in searching a range of online information sources 
 Encourage pupils and staff in using both Libraries 
 Liaise with IT support to ensure that Library laptops and related equipment are fully working 
 Organise own personal development plan together with the Librarian and the Director of Curriculum Development and Co-Curricular Activities 
 Any other duties commensurate with the grade and nature of the post 
 
 
 
This post is term time only including Staff Study Days plus 5 days to be worked in school during school closures and is 30 hours per week excluding 
lunch breaks. 
 
 
 
    
 

 



 

 

 
  
Working Pattern 
The shift pattern below allows for some handover/training times and includes a half-hour break for lunch.  This pattern also should allow the 
Librarian to attend relevant meetings.  There will also be some flexibility in the pattern, 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
All Staff are expected to: 
 
 Work towards and support the school vision and the current school objectives outlined in the School Development Plan 
 Contribute to the school’s programme of extra–curricular activities 
 Support and contribute to the school’s responsibility for safeguarding students 
 Work within the school’s health and safety policy to ensure a safe working environment for staff, students and  visitors 
 Work within the GDST’s Diversity Policy to promote equality of opportunity for all students and staff, both current and  prospective 
 Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents 

and colleagues 
 Engage actively in the performance review process 
 Adhere to policies as set out in the GDST Council regulations, Notes of Guidance and GDST circulars 
 Undertake other responsible duties related to the job purpose required from time to time 
 
 
This job description should be seen as enabling rather than restrictive and will be subject to regular review 

 Senior Librarian Library Assistant Library Assistant 

Monday 7.00 - 5.00 9.30 - 2.30  

Tuesday 7.00 - 2.30 9.30 - 5.00  

Wednesday 7.00 - 5.00 9.30 - 2.30  

Thursday 7.00 - 2.30 9.30 - 5.00  

Friday  9.30 - 5.00 7.00 - 2.00 

Total Hours 31 30 6.5 



Person Specification 

 
Essentials 
 
 A good standard of general education 
 Good level of ICT Skills 
 Ability to work alone and as part of a team 
 Ability to communicate well within the school and wider communities 
 Good organisational skills 
 Ability to deal confidently with enquiries from library users 
 Keen to promote a welcoming and helpful image of the library 
 Ability to develop a culture of mutual respect with the pupils 
 Enjoy working with young people 
 Have an interest in children’s literature 
 Be interested in their own professional development 
 Support and contribute to the school’s responsibility for safeguarding 

students. 
 

Desirable 
 
 Previous library experience 
 Previous experience of working in a school or other academic 

environment 
 

 
 



How to apply  

 
Application 
 
Please apply sending a covering letter addressed to Mrs Suzie Longstaff, 
Headteacher of Putney High School, and a completed application form to 
recruitment@put.gdst.net.  
CVs are not accepted without a fully completed application form.  
 
The closing date is :  Monday 26th August 2019 
 
Interviews will take place:  Week commencing 2nd September 2019 
 
Candidates who are invited to interview will be required to bring an original 
identification document (e.g. passport) and if applicable proof of eligibility to 
work/reside in the UK as well as documents confirming educational and 
professional qualifications. A confirmation of your address within the last 
three months is also required. 
 
Putney High School and the GDST are committed to safeguarding and 
promoting the welfare of children, and applicants must be willing to undergo 
child protection screening appropriate to the post, including checks with past 
employers and the Disclosure and Barring Service. 

 
Additional information 
Any candidate wishing to seek additional information should contact: 
Helen Batchelor, HR Manager 
Email: recruitment@put.gdst.net 
Tel: 020 8788 4886 
 

mailto:recruitment@put.gdst.net
mailto:recruitment@put.gdst.net




www.putneyhigh.gdst.net 


