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St Mary’s School 

Cambridge 

Learning Resources Manager 

Job description 

St Mary’s School, Cambridge is an independent day and boarding school for girls aged 4 to 18. 

Situated in the heart of the academically and culturally vibrant city of Cambridge, the School offers a safe 
and secure learning environment for girls. A Christian school in the Catholic tradition and founded on the 
principles of Mary Ward, we have a unique approach to education and an atmosphere which fosters a 
love of life and learning, while growing the academic talents and spiritual wellbeing of each individual girl, 
from within. 

At St Mary’s School, Cambridge, we don’t offer a one-size-fits-all education; we provide renowned 
pastoral care, understanding and individual support that encourages girls to look beyond themselves, so 
that they enter adulthood aspiring to be more and to give more, not just to have more. 

There are 170 girls in our Junior School and 470 girls in our Senior School. A fifth of the girls at the school 
are boarders. Reflecting the cosmopolitan community of Cambridge, 14% of students at the school are 
from overseas, from 34 countries. Building on our 400-year tradition, St Mary’s School, Cambridge belongs 
to an active international network of over 200 Mary Ward schools worldwide, presenting many exciting 
and innovative opportunities for its students. 

There has been major investment in new facilities at the school over the past five years: a new Junior 
School; a new Sixth Form Centre; new provision of Art & Photography; the creation of our Science Hub 
and this year our new boarding facility, Mary Ward House. Longer term major projects are for the 
investment in sport both regarding our playing fields and development of a boat house with one of the 
city rowing clubs. 

Cambridge is an outstanding place to live and work. As a University centre, the city has the cultural 
advantages of a much larger settlement but with a population of just 128,000 it is a safe, clean and 
attractive location. The city with has an international reputation owing to its world ranking University with 
which the school has multiple and growing links. As the heart of Silicon Fen, the school benefits from the 
digital and enterprise communities in the various high-tech science parks and enterprise hubs. 
Addenbrookes is a key teaching hospital and again the school has excellent links. We are within easy 
travelling distance of London (50 minutes by train) and 30 minutes from Stansted Airport. 

Above all, St Mary’s School, Cambridge is a very happy place. We have an excellent local reputation for 
being very friendly and nurturing and yet ambitious for the young women in our care enabling strong 
progress to next steps at university, the world of work or a GAP year. The staff are exceptionally dedicated 
and a very close-knit community and our girls are genuinely delightful. 

 



 

Job title:     Learning Resources Manager 

Responsible to:    Director of Teaching and Learning 

Organisationally relates to:  Headmistress, Bursar, Deputy Head (Pastoral and Boarding), 
SLT, Heads of Year, Head of Boarding, Senior School Teaching 
staff. 

The role 

 To manage and develop the senior school Learning Resources Centre in line with the school's 
Development Plan objectives.  The Learning Resources Manager will create an inviting, vibrant 
and information rich learning environment in line with the 'learning commons' approach and 
work to develop the study, research and analytical skills of all students. The role requires 
flexibility and a good knowledge of all areas of the school curriculum. 

Main responsibilities: 

Teaching and Learning 

 Assist students to seek, critically evaluate and present information. 
 Support students in the use of a range of resources and technologies, particularly the internet, 

cloud systems and storage and Microsoft 365. 
 Liaise with the Director of Teaching and Learning, EPQ coordinator, the Head of Sixth Form and 

other HOY and Digital Project Manager to ensure that students develop research and study 
skills. 

 Deliver research/ study skills workshops in the LRC as required. 
 Liaise with the professional tutor to provide training for new staff in the LRC's role in teaching 

and learning. 
 Arrange training for staff as necessary in the development of research skills. 
 Be informed about curriculum developments. 
 Develop students as Learning Mentors. 
 Promote independent learning. 
 Coordinate events and displays to promote learning. 

Reading and literature 

 Develop strategies to foster a love of reading working in conjunction with the Heads of English 
and EAL. 

 Promote quality literature and arrange for author visits. 
 Use selection tools/review journals to keep students informed about current literature. 

Resource management 

 Organise efficient borrowing and cataloguing procedures for delivery of LRC services. 
 Support students in managing their borrowing accounts on their own devices. 
 Work with HODs to select and deploy resources which support the learning needs of students. 



 Ensure strategies to maximise access to print/digital resources and information services and 
maintain the LRC as a multifunctional resource. 

 Manage LRC budget in conjunction with Director of T & L. 
 Coordinate the roles and workload of staff covering the LRC and after school H/W club. 

Leadership 

 Develop, document and review LRC policies and procedures according to school needs. 
 Work closely with the Digital Strategy Project Manager to ensure that ICT is maximised for both 

resource management and learning. 
 Support the pursuit of the High Performance Learning Award and the school's digital strategy. 
 Play an integral role at HODs meetings. 

  

Person Specification 

  Essential Criteria Desirable Criteria 
Qualifications  Qualified to degree 

level or equivalent 
 A teaching or librarian 

qualification 

 Teacher librarianship 
qualification 

Professional knowledge  A sound understanding 
of resource based 
learning and 
collaborative teaching 
practice  

 A sound understanding 
of information/digital 
literacy and lifelong 
learning principles 

 A good knowledge of 
how to foster literacy 
and promote reading 

 A detailed knowledge 
and understanding of 
library management 
systems 

  

  

Professional Experience  Comprehensive library 
experience including 
some management of 
library procedures 

 Budget management 
 Creation of a learner 

centred environment 
 Demonstrable digital 

understanding and skills 

 Teaching experience 
using techniques which 
encourage student 
engagement 



 Awareness and 
understanding of 
safeguarding and child 
welfare 

Ability/skills  High level of digital skill 
and literacy 

 Demonstrable 
interpersonal and 
communication skills. 

 Ability to work as part 
of a team and to liaise 
with multiple 
departments 

 Ability to manage/ 
develop library 
volunteers 

  

Personal Attributes  High degree of drive 
and motivation and the 
ability to self-start 

 Willingness to actively 
participate in 
professional 
development 

 Exemplary attendance 
record in present and 
previous employment 

 Willingness to be 
involved in the wider 
life of the school 

  

  

This is an outline job description and may be subject to change, according to the needs of the School, in 
consultation with the post holder. 

Terms and Conditions 

Salary: £25,000 -£35,000 dependent upon experience. 

Holidays: 5 weeks plus bank holidays. As this is a term time only position, holidays cannot be taken 
during the school term, so instead will be added to your salary. 

Hours of Work: 40 hour working week (Monday- Friday) during term time. Actual daily hours will be 
discussed at interview. There is a need to be flexible about these hours and no additional payment is 
made in this respect.  Outside of term time an additional five days will be required for the purposes of 
stocktaking. Attendance at annual open morning and 5 other annual evening events is required as is 
attendance at all INSET twilights sessions and days. 

Lunch: A complementary lunch will be provided, but will need to be taken outside of the school lunch 
hour to ensure contact with students during their lunch break. 



Other benefits 

Contributory pension scheme 

Fee remission of 33% for staff with a daughter at School. This is in accordance with the School’s policy 
which may be subject to change. 

Cycle to work scheme 

Child care voucher scheme 

 

Applications 

If you feel that you can meet these requirements, then please submit a letter of application  
together with the St Mary’s School application form (for external candidates only) and return to: 
 
Human Resources 
St Mary’s School 
Bateman Street 
Cambridge  
CB2 1LY 
 

Telephone: 01223 224144 

E-mail:  HR@stmaryscambridge.co.uk  

The closing date for applications is 9am on Wednesday 6 December 2017. Interviews will take place on 
Monday 11 December 2017. 

We are all members of one community and must therefore endeavour, at all times, to maintain positive 
working relationships with all colleagues, treating others with the same level of professionalism, respect 
and politeness that we would wish for ourselves. In addition, you are required to work in pursuit of our 
core aim, which is to ensure every student’s aspirations, capabilities, interests and talents are recognised, 
nurtured and celebrated. We pride ourselves on our academic standards, extra-curricular provision and 
pastoral care. Your performance in this regard will be judged by your outcomes relating to work, attitudes 
and professional behaviours. 

You are required not to undermine fundamental British values, including democracy, the rule of law, 
individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. 

The school is committed to safeguarding and protecting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. The five outcomes of Every Child Matters 
Agenda are central to the way you carry out your responsibilities – these are developing students’ 
awareness of:  

 Be healthy 

 Staying safe 



 Enjoying and achieving 

 Making a positive contribution 

 Economic well-being 

 

Child Welfare and Child Protection Issues 

The interview for this post will include exploring issues relating to safeguarding and promoting the welfare 
of children including: 

 

 Motivation to work with children and young people. 

 Ability to form and maintain appropriate relationships with children and young people. 

 Emotional resilience in working with challenging behaviours. 

 Attitudes to the use of authority and maintaining discipline. 

 

Any relevant issues arising from the take up of references will be discussed at interview. 

The school is an equal opportunities employer.  We are committed to safeguarding and promoting the 
welfare of children and young people and expect all staff and volunteers to share this commitment.  
Successful applicants are subject to an Enhanced Disclosure and Barring Check. 

 

 

 

 

 


