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Director of Libraries 

 

 

 

 
 

 

 

 
Harrow International School Hong Kong is the first international boarding and day school in Hong Kong. It is 

the third school in the Harrow family of schools in the Asia region and provides a British education from Early 

Years to Year 13 in custom-built facilities in a stunning location in Hong Kong. The School combines elements 

of educational philosophy, practice and traditions from Harrow School in London with the international 

mindedness of a diverse pupil body in Hong Kong. Having opened in September 2012, the School roll is 

currently 1500 and the school achieves the best results in Hong Kong at A-level and GCSE. We were delighted 

to have featured as one of the top 100 Schools in the World, top 10 Schools in Asia and one of the leading 

schools in Hong Kong according to the 2020 and 2021 Spear’s Index. Harrow Hong Kong is, however, about 

much more than academic results and our pupils excel in music, drama, sport and art as well as service and 

charity work and our pupils go on to some of the top universities across the world. 

 

Job Title: Director of Libraries 

 

Job Purpose: To be responsible for the leadership of an effective and inspiring learning resource 

and information service, which supporting learning and teaching across the School.   

 

Start Date: August 2022 

 

Reporting Line:  Deputy Head (Academic) 

 

Job Description 
 

Specific aims and key responsibilities are: 

 

• To provide outstanding Library services, including: 

• Organising and managing the Libraries, ensuring their effective use by classes, groups and 
individuals 

• Creating and implementing a Library policy which incorporates the educational aims and 
objectives of the School, and complies with data protection, copyright, health and safety legislation 
and the school’s disciplinary code 

• Taking responsibility for and managing the Library budget, including the preparation of budget bids 
and estimates 

• Contributing to curriculum and policy development by liaising with all departments through HoDs, 
Head of Lower School and whole school meetings, in addition to liaise with individual members of 
the teaching and learning support staff 

• Selecting, acquiring, organising and promoting Library resources and ICT to support teaching and 
learning throughout the school (K1-Y13) 

• Ensuring ease and equality of access for all pupils and staff to high quality learning resources 

• Recruiting Pupil Library Assistants, supervising and training them and rewarding their 
achievements 

• Monitoring and evaluating the effectiveness of the service provided by the Library and its impact 
on teaching and learning 

• Supervising pupils using the Library for independent study and maintaining a welcoming, 
supportive atmosphere conducive to positive learning experiences 

• Supporting and advising staff and pupils in the selection and use of information resources to 
support their curricular and leisure needs 
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• Planning and delivering a programme to support the development and teaching of information 
literacy and learning skills in partnership with teaching staff, and reinforcing these skills where 
appropriate 

• Promoting reading and the love of reading in all its forms 

• Promoting and publicising the services provided by the Library to the whole school community 

• Hosting Library PD sessions at Harrow Hong Kong for Librarians in other schools 

• Coordinating a programme of visiting authors as part of Speaker's Forum and in the Library 
 

• Responsibility for promoting, fostering and engaging reading to pupils, staff and parents, 
including: 

• Delivering Library lessons to the Prep School and Pre-Prep School (Y1-5) 

• Planning and delivering classes on research to the Upper School 

• Making the US Library truly exciting for the Prep School by designating an area for them, including 
activities that appeal to young readers etc 

• Overseeing and ensuring that the LS ‘Roald Dahl’ Library is well run, well maintained promoting 
excitement in reading for our younger pupils 

• Taking an active role in supervision of and engagement with LS pupils using the ‘Roald Dahl’ 
Library during break times 

• Operating the library after school hours 

• Coordinating all staff to read to the pupils at various points in the Library  

• Promoting literacy by organising and leading events surrounding key literary dates such as World 
Book Day 

• Hosting competitions to promote reading 

• Delivering assemblies on reading 

• Organising reading preps for Houses in the Library 

• Taking school trips to literary events in Hong Kong 

• Presenting to Heads of Department about how to foster cross curricular links through reading and 
then working closely with them to ensure this happens 

• Leading an evening to parents in US and LS on how to support their children to read 

 

• Other responsibilities: 

• Actively seeking opportunities to develop professionally including subject-specific knowledge, 
teaching and learning theory and research, and career-related goals 

• Participating fully in the annual Professional Performance Review and seeking CPD opportunities 
and Harrow Academy Programme 

• Participating in School-wide CPD initiatives and be prepared to share expertise in CPD 
programmes 

• Contributing to the Harrow Horizon’s programme, by participating in the School’s Super Curriculum 
and Co-Curricular programme in one or more activities 

• Implementing safeguarding procedures at the School 

• Undertaking duties as the Head of School or a delegated representative may reasonably request. 

 

 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual 

task undertaken may not be identified. The post holder will be expected to comply with any reasonable request 

by the line manager to undertake work of a similar level that is not specified in this job description. This job 

description may be amended at any time following discussion between the line manager and member of staff, 

and will be reviewed annually.  

Harrow Hong Kong is fundamentally committed to safeguarding the children in our care and their welfare is 

our top priority.  

All adults in the School community are expected to follow its Child Protection procedures and are required to 

undertake safeguarding checks. 

 

Harrow Hong Kong reserves the right to recruit at any stage during the selection process. 
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Person Specification 
 

The successful candidate will be likely to fit the following profile: 

 

Qualifications: 

• Good Honours degree 

• Evidence of further relevant professional development 
 

Skills: 

• A genuine interest in Library and a strong commitment to high standards and a variety of approaches to 
teaching and learning 

• The ability to lead, inspire, motivate and support pupils and colleagues 

• An outstanding classroom practitioner 

• A commitment to the wellbeing and pastoral care of children 

• Have a vision for and the ability to translate Harrow Hong Kong’s vision to be a leading school in Asia 
into reality 

• The ability to inspire others and lead by example, role modelling the School’s vision statement 
Educational Excellence for Life and Leadership in relationships with pupils, teachers and parents 

• The ability to work in a successful and dynamic school 

• Interests and abilities that can enhance the School’s Super-Curriculum programme 

• Excellent organisational, administrative and IT skills 
 

Experience: 

• Experience of successful leadership of or within an academic department 

• A proven track record of leadership, impacting on whole school outcomes 

• A proven track record of delivering on academic performance 

• A proven track record of suitability for working with children and young people, including the ability to 
form and maintain appropriate relationship and personal boundaries 

• Experience of collaborating with colleagues 

• Experience of analysing whole school data and using it to inform whole school planning and 
development 

 

Knowledge: 

• Up-to-date knowledge of successful and innovative teaching and the latest curriculum developments 
and initiatives 

 

Personal Qualities: 

• A dynamic leader and effective manager 

• High levels of personal and professional integrity 

• Ability to exercise discretion and confidentiality 

• Personal warmth to gain the confidence of pupils, staff and parents 

• Positive rapport with pupils 

• High standards of personal presence and presentation and attention to detail 

• Ability to communicate concisely and sensitively, both orally and in writing, to a variety of audiences 
 

Attitudes: 

• A team player with leadership qualities and a reflective and flexible approach 

• Organised, energetic, positive and able to self-direct 

• Positive, enthusiastic and energetic approach to life 

• Ability to think creatively and imaginatively 

• Committed to the Harrow Hong Kong’s ethos 

• High expectations for pupil attainment, personal development and conduct 

• Committed to representing the School’s vision  

• Ambitious and aspirational for oneself and for the school 

• Committed to professional development and show a willingness to undertake appropriate training as 
required 

• A positive ‘can do’ approach in all aspects of the role 

• A willingness to be fully committed to the life of a busy boarding school 
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• High levels of personal presentation, integrity and communication skills 

 

 


