
 

 

Information for applicants 

 
History 
King’s Ely can trace its origins to the Abbey of Ely established by St Etheldreda in the 7th century AD. The monastery was 

re-founded by St Dunstan in 973, and the school later gained royal charters from both King Henry VIII (1541) and King 

Charles II (1662). Every year since 1541 the senior boys who are academically most gifted have been nominated King’s 

Scholars; in 1973 Queen Elizabeth II requested that similarly talented girls be known as Queen’s Scholars.  

 
Governance 
The school is administered by a Board of Governors each of whom is a Trustee of the Charity and Director of the Company.  

 
Links with Ely Cathedral 
The school has always been closely linked with the great Cathedral of Ely.  All KES students attend a school service in the 

Cathedral twice a week. Pupils who are not members of the Church of England are made welcome and all attend cathedral 

services. Several medieval monastic buildings are still in use by the school, including the splendid monastic barn, now the 

dining hall. We educate the boy and girl choristers of the cathedral. 

 
A Modern School 
Whilst our history is impressive, we are a modern place of education with all the facilities that you would expect of a 

successful school. In 1996 new buildings were opened for Junior Design and Technology (including Information Technology 

and Food Technology). In 2001 a new senior Music School was opened, and a major new teaching block for Junior School 

pupils in Years 7 and 8 was opened in 2003. Our new Arts Centre was opened in 2010 and the acquisition of The Old 

Bishop’s Palace in 2011 provided us with an opportunity to create unique facilities for members of the Sixth Form and an 

additional boarding house. Current investment is focussing on development of sports facilities. 

 

Pupils 
King’s Ely has approximately 1000 pupils, boys and girls, aged from 2 to 18 and approximately 200 pupils board. Almost all 

King’s Ely students go on to higher education; most of them to Russell Group universities. 

 
King’s Ely International 
KEI was set up in 1999 as a bridge for international students to gain the language and skills they need to study in Britain. The 

majority of students follow a one year GCSE curriculum and many of them make the transition into the mainstream King’s 

Ely for their A Level studies. KEI integrate through the boarding houses and activities with the mainstream KES students. 

 
Ethos 
The valuing of individuals is key to our philosophy and ethos. Teaching takes place from Monday morning through to Friday 

afternoon. A Saturday programme of co-curricular events and sport is in operation but there are no formal lessons on 

Saturday. Sport, art, drama and music are strong in the school. The Ely Scheme, our outdoor pursuits programme, is 

exceptional and develops personal skills such as leadership and initiative as well as practical skills such as navigation or 

climbing. Children are encouraged to try different things; to reveal their particular talents or passions and to develop the 

courage and self-belief to take them as far as they are able. 

King’s Ely is a very happy and busy school. Relations between staff and pupils are excellent and that the vast majority of 

pupils grow up confident, well-adjusted, and prepared to meet the adult world. 

 



 

 

 

The role – Librarian, King’s Ely Senior 
 

Based in the Porta Library at the very heart of the school campus, the Librarian will lead the provision 

of a high-quality day to day library service for the school. The Librarian will enjoy working with pupils 

(11 to 18) and working collaboratively with teaching staff.  

 

 

 

Main responsibilities  

 

The school librarian is responsible for the day-to-day management of the Porta Library including: 

➢ Ensuring a welcoming and working atmosphere is maintained in the library at all times. 

➢ Facilitating induction sessions for staff and students to enable them to use the library 

effectively. Whole school involvement, as required, to help in the development of 

Information Literacy. 

  



 

 

➢ Encouraging both class and individual use of the library; supporting pupils with their research 

and promoting reading for pleasure. 

➢ Responsibility for the operation of Softlink – Oliver, the current Library Management 

System. This is now used in all parts of the school. Help, support and training will be 

periodically required in King’s Ely Acremont and King’s Ely Junior. 

➢ All aspects of stock management: administering the library budget, ensuring the purchase of 

appropriate stock to support teaching in all departments and recreational reading for pupils. 

Cataloguing and classification of all stock, employing appropriate shelf arrangement and 

guiding and operating a regular programme of stock maintenance. 

➢ Developing and overseeing the Pupil Librarian programme.  

➢ All aspects of circulation, including the operation of an overdue system. 

➢ Managing the supervision of the Porta Library.  

➢ Ensuring displays are up to date and linked to current events. 

➢ “Internal marketing” of library events, innovations and new arrivals. 

➢ Gathering statistics and evidence of use with a view to seeking how to enhance pupils’ use of 

the space. 

➢ Attendance at Academic Committee Meetings, if requested. 

➢ Attendance of whole school staff meetings and INSET courses with the teaching staff at the 

beginning of each term. 

➢ Regular liaison with the KEJ library assistant and liaison with the School Archivist. 

➢ Keeping up-to-date with professional librarianship through membership of the SLA, CILIP, 

attendance at regional and national meetings and appropriate external training courses.  

  



 

 

The Porta Library 

 

Housed in the 14th Century Ely Porta, the Porta Library is central to King’s Ely both geographically and 

academically.  Beautifully converted around 1990 and reached by a winding stone staircase, today it holds 

around 11,000 books over two floors in addition to audio and video resources and comfortable reading 

and workstation areas. 

      
 

 
 

Type of position:  

Permanent. Full time. Term time only. The current librarian supervises one evening per week (6pm to 

9pm).  

 

Line Manager: Vice Principal, Academic  



 

 

Person Specification  
 

 

Person 
Specification 

Essential Desirable 

 
Specialist 
skills 
and 
Experience 
 

• A thorough understanding of 
Safeguarding and Child Protection issues 

• Recent library experience – in all aspects 
of library operations 

• Understanding of, and commitment to, 
the role of libraries in education and 
learning  

• Excellent IT skills including knowledge of 
Office 365, database and Library 
Management Systems.  

• Sound knowledge of literature, 
particularly for young adults/teenagers 

• Ability to share enthusiasm for reading 
and to promote literacy 

• A good level of spoken and written 
English  

• Basics of financial 
management  

• Experience of working in a 
school or other educational 
establishment 

 
 

 
Personal 
Qualities 
 

• Approachable with excellent 
communication and interpersonal skills 

• Flexible with a ‘can-do’ approach  

• A sense of fun and a willingness to share 
ideas and inspire young people 

• Ability to build and maintain strong 
relationships and work as a member of a 
team 

 

 

 
Qualifications 
 

• Degree or equivalent 

• Postgraduate diploma or Masters in a 
relevant subject accredited by CILIP. 

 

 

 
Employment will be subject to satisfactory Enhanced Disclosure certificate from the Disclosure & Barring 
Service (DBS) and other statutory employment/recruitment checks 

 

  



 

 

Benefits 
 
The salary for the role will be commensurate with experience. Holidays are taken during school 
vacations, although it is understood occasional duties and commitments are expected during 
school holidays.  
 

• Pension: all non-teaching staff are auto-enrolled into a pension scheme. 

• Fee discount: All members of staff are entitled to educate their own children in any of the 
three parts of the school. There is a staff discount for children’s fees from Reception Year 
onwards. 

• Discounted Healthcare: The school offers a private healthcare insurance scheme, which 
staff may opt to join shortly after the start of each academic year (the policy year starts on 1 
November each year). The scheme can only be joined at the start of the policy year, not 
part-way through the year. P11D/HMRC BIK applies. 

• Members of staff are entitled to 10% discount on all King’s Ely school uniform ordered for 
their own children from Schoolblazer. 

• School lunch provided during term time. 

• Free limited parking provided on site. 

• A cycle to work scheme available (administered by Evans Cycles). 

• Use of school gym facilities (during specific times) and use of the school swimming pool at 
specific times (during summer) 

 

How to apply  
 

• All sections of the form should be completed as fully as possible.  

• You may support your completed application form with a CV, however this is not a 
requirement. On the CV, you may include a third referee. 

• Please accompany your application form with a covering letter explaining your reasons for 
applying for this position. Please also give details of how your skills, qualities and experience 
meet the requirements of the job description and/or person specification. This should be no 
longer than two sides of A4. 

• King’s Ely is an equal opportunities employer and all applications are welcomed. 

• King’s Ely is 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 & Barring Service. 

• If you are selected for interview, you will need to provide proof of identity, birth certificate, 
documentation confirming your NI number or your right to work in the UK and certification 
of qualifications. 

• Your application letter should be addressed to Mrs Jane Thomas, Vice Principal, Academic. 

• Please email your completed application to recruitment@kingsely.org. 

mailto:recruitment@kingsely.org


 

 

Interviews 
 

Applications must be received no later than 12 noon on Wednesday 4th August. 
 
The first round of interviews will be held on Wednesday 11th August. 
 
 

This is a permanent, full time role during term time plus two weeks. 
 
King’s Ely recognises the value of training its staff in relevant areas to enable them to fulfil their potential, and 
to maintain a happy and committed workforce.  Some Health & Safety and Child Protection training would be 
essential. 
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Website: www.kingsely.org 

Charity Number: 802427 

Company Number: 2440509 

 


