
 

 

Kearsney College, a leading independent boys’ day and boarding high school near Durban, invites applications  

for the position of Knowledge Centre Manager with effect from 01 May 2021. 

Kearsney College enjoys a reputation for academic excellence and for equipping boys with the knowledge and skills 

to thrive in the global workplace. The Knowledge Centre Manager plays a critical role in this process and an 

exciting opportunity exists for a dynamic individual to drive the continued development of a  

world-class resource facility suitable for the 21st century pupil. 

 

Knowledge Centre Manager 

 

The Knowledge Centre Manager must promote and enable the effective and efficient use of media and technology 

by pupils and academic and administrative staff.  The Knowledge Centre Manager is required to work 

collaboratively with the Deputy Head - Academics, Academic and Administrative staff, the IT department and 

pupils. The successful candidate should have an understanding of curriculum development, instructional trends 

and innovations and experience in providing support as a manager, administrator and teacher.   

 

The position reports to the Deputy Head - Academics and will be employed under administrative staff terms and 

conditions.  

 

The Knowledge Centre Manager position includes, but is not limited to, the following roles and responsibilities: 

• managing the Knowledge Centre effectively, providing a responsive and welcoming service; 

• preparing and managing the Knowledge Centre budget; 

• measuring the performance of the Knowledge Centre using quality indicators;  

• creating the environment and spaces conducive to collaborative group work and discussions, as well as 

private space for individual work and leisure; 

• nurturing a passion for reading among the pupils; 

• developing an effective reading programme across the grades and promote the development of the e-library; 

• to be the principal source of e-resources, and of hard copy teaching materials whilst determining the most 

cost-effective solutions; 

• develop effective teamwork across the Knowledge Centre and teaching staff;  

• collaborating with academic staff to develop the provision of online self-study materials;  

• developing learning resources, in collaboration with academic staff and IT manager, in order to meet the 

needs and requirements of different departments; 



• maintaining effective cataloguing, classification, lending and returns systems to support service delivery; 

• managing the library management system; 

• develop operational and procedural manuals relating to services; 

• operational organisation of the Knowledge Centre’s physical arrangement of books, periodicals, software,  

IT facilities, furniture, group and individual spaces, etc. 

• maintaining displays and notice boards in the Centre; 

• cataloguing of the school’s videos, photographs and archives. 

 

The full job description is available on request. 

 

 

Key Competencies  

The College is looking for an enthusiastic, innovative and highly motivated graduate with a passion for reading who 

is prepared to nurture the Knowledge Centre and the pupils’ passion for reading.  The skills required for the 

position include: 

• a high EQ and strong inter-personal skills; 

• a strategic and innovative thinker; 

• strong customer-service ethos and communication skills; 

• a passion to work with young people; 

• strong organisation skills and a “systems” skillset; 

• a high level of digital literacy and skilled in the use of social media, apps and methods of knowledge 

communication. 

 

Qualifications and Experience 

• Strong background in Resource Centre management and highly computer literate.   

• Good working knowledge of Oliver and the Microsoft suite of products, including Office would be an 

advantage. 

• A relevant degree is essential, and a post-graduate degree would be an advantage. 

 

Kindly forward your CV and a short covering letter to: Kearsney College on 

vacancies@kearsney.com 

Closing date: 07 April 2021 

 

Kearsney College reserves the right not to make an appointment. An application does not entitle the applicant to an interview. 

Only short-listed candidates will be contacted. Applicants are advised that should they have not been contacted by 23 April 

2021 it must be assumed that the application has been unsuccessful. 
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