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 Job Description 

 Job title/Position:  Secondary School Teacher Librarian  & Information Literacy Specialist 

 School:  Secondary School 

 Direct Supervisor:  Secondary School Principal 

 Position Overview 
 The  Secondary  School  Teacher  Librarian  &  Information  Literacy  Specialist  is  responsible 
 for  leading  the  Secondary  School  Library  and  collaborating  with  school  leaders  and 
 faculty  to  empower  community  members  as  critical  thinkers,  enthusiastic  readers, 
 skillful  researchers,  and  ethical  users  of  information.  The  SS  Teacher  Librarian  inspires  a 
 love  of  learning  and  curiosity  in  community  members  and  ensure  equitable  access  to 
 information.  The  SS  teacher  librarian  collaborates  with  teachers  and  specialists  to 
 design,  refine,  implement,  assess  and  review  lessons  and  units  of  instruction  and 
 purchase  appropriate  resources  to  support  these  lessons.  The  SS  Teacher  Librarian 
 manages the SS Library in coordination with the PreK-5 Librarian / Media Specialist. 

 Qualifications, Experience, and Mindset 

 The SS Teacher Librarian & Information Literacy Specialist should have: 
 ●  Current teacher librarian Certification/Qualifications 
 ●  A strong belief in, and commitment to delivering, the school’s mission and 

 vision 
 ●  A positive, collaborative attitude and approach 
 ●  A solid understanding of and desire to work with middle and high school 

 students 
 ●  Strong understanding of Balanced Literacy 
 ●  Strong understanding of instructional technology to improve learning 
 ●  Understanding of the IBMYP and IBDP program and their requirements 
 ●  Understanding academic honesty, copyright and fair use, intellectual 

 property 

 Preferred Skills and Experience 
 ●  Library experience in a Secondary School 
 ●  Proven ability to work in a multicultural environment and multiple levels 
 ●  Recent and relevant professional development in Library Science, 

 educational trends, and methodologies 
 ●  Proven ability to lead/implement Library programs 
 ●  Experience in curriculum development 
 ●  Experience in IBMYP and IBDP, including the Personal Project and Extended 

 Essay 
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 Librarian Responsibilities 
 The  SS Teacher Librarian & Information Literacy Specialist will be responsible for: 

 ●  Managing resources, volumes and subscriptions through the Secondary School 
 Library 

 ●  Teaching collaborative lessons with the classroom teachers 
 ●  Meeting with teachers for planning units and resource needs 
 ●  Participating in curriculum development, specifically through the IB Approaches 

 to Teaching and Learning 
 ●  Promoting and leading research skills, including information and media literacy 
 ●  Collaborating with the IBMYP and IBDP Coordinators to support academic honesty 
 ●  Collaborating with the IBMYP Coordinator and teachers to support the Personal 

 Project 
 ●  Collaborating with the IBDP Coordinator and teachers to support the Extended 

 Essay 
 ●  Collaborating with the Director of Technology to promote and lead the integration 

 of digital tools and technologies to support learning* 
 ●  Maintaining positive communication with parents and coordinating with the 

 parent volunteers 
 ●  Collaborating to develop school-wide programs that encourage a love of reading 
 ●  Preparing, developing and submitting yearly Library Purchase Order requests 
 ●  Organizing Book Fair during the year 
 ●  Coordinating the teacher resource collection to include professional journals 
 ●  Overseeing the responsibilities and schedule of the 50% time Library Assistant 

 * Please note that the Middle/High school runs a 1-1 laptop programme. Macbook 
 laptops are used throughout. 

 General Responsibilities 
 In addition to the specialist level expectations, teachers at HKA are welcomed into a 
 collegial and collaborative working environment.  In support of this, all teachers are 
 expected to: 

 Embody and nurture HKA’s mission, vision, and values 
 ●  Create inclusive environments characterised by mutual benefit for all 

 community members 
 ●  Engage in some type of student activities beyond the classroom 
 ●  Participate in and assist with school events as required 
 ●  Mentor students and facilitate learning experiences 

 Model and promote the skills and attitudes of an internationally minded 
 person 

 ●  Take  an  active  role  in  pastoral  care  and  behavioural  management  of 
 students (including assisting in supervising student breaks) 

 ●  Provide  authentic  experiences  in  which  learners  might  become  responsible 
 members of local, national and global communities 

 Contribute to the curriculum cycle 
 ●  Utilise the frameworks of the IBMYP and IBDP 



 learning, growing, understanding  www.hkacademy.edu.hk 

 ●  Use inquiry as a pedagogical framework for teaching and learning 

 Use assessment and feedback to improve teaching and learning 
 ●  Make ongoing adjustments to the design of the learning experiences 
 ●  Maintain  up-to-date  records  of  assessment,  attendance,  planning,  reports, 

 conferences, and communication with parents 

 Evaluate and apply relevant research based strategies in a diverse and 
 inclusive setting 

 ●  Promote innovative and creative approaches to thinking and learning 
 ●  Differentiate instruction so as to customize and personalize learning 

 activities to address students’ diverse learning strengths and needs 
 ●  Collect and use data to draw conclusions about what will best support 

 learning 

 Create a culture of thinking 
 ●  Craft  meaningful  experiences  in  which  learners  can  take  ownership  of  their 

 own learning and understanding 
 ●  Structure  interactions  to  show  respect  for  one  another  and  value 

 everyone’s contributions in the spirit of the ongoing inquiry 

 Collaborating with all members of the learning community 
 ●  Collaborate  and  communicate  with  fellow  team  members  in  order  to  have 

 productive dialogue and share in decision making 
 ●  Establish  partnerships  with  parents  so  that  they  are  well  informed  about 

 student progress and work together to support student growth 

 School Hours 
 7:30 a.m. to 3:30 p.m. Monday to Friday.  Classes meet 7:50 a.m. to 3:10 p.m.  With 
 the exception of Wednesday with the early dismissal of all students to enable teachers 
 to engage in professional and curriculum development from 1:30 p.m. to 4:45 p.m. 

 Contact:  recruitment@hkacademy.edu.hk  October  2021 
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