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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Senior Library and Information Assistant – Home Readers
GRADE:


Band 4
RESPONSIBLE TO:
Home Librarian
Overall Objectives of the Post:

To support the Home Librarian in delivering high quality, customer focussed library services to people in the Borough who are unable to visit the library for reasons of disability, age or health.
Key Tasks of the Post:

1. You will be responsible for providing a first-class front line library service to benefit library users.  You will:
· Work closely with the Home Librarian to ensure the efficient and effective day to day delivery of the service.
· Deal with customers in a helpful and supportive manner.
· Assist in monitoring the eligibility of applicants for the service.
· Assist in the marketing of the Home Library Service and take part in any campaigns or promotion.
· Take part in the monitoring and maintenance of stocks ensuring currency and quality.
· Supervise the work of any staff or volunteers allocated to the service.
· Promote good relations and customer care.
2. You will maintain efficient and accountable systems.  You will:
· Assist in the maintenance of appropriate financial records and routines.

· Take an active part in the administration and operation of the Home Library Service.

3. You will contribute to the continuing improvement of the service.  You will:
· Take part in the training programmes as required.
· Assist in the development of the service through planning procedures and the implementation of new ways of working.

· Play a role in the delivery of the Service’s plans and strategies.

· Liaise with staff in the service and externally to ensure the needs of customers are met.

South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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