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	Post Title
	Libraries Assistant

	JE Reference 
	W1568
	Grade 
	C+
	SCP Range
	7-8


Reporting line:




Job Purpose:


To work as part of a team delivering excellent and innovative library services to the residents and communities of the borough, ensuring a high level of customer service, and actively promoting and encouraging use of library services and resources.
Relationships:

Accountable to:
Libraries Team Leader
Accountable for: 
N/A
General Contacts:
General public, colleagues in the department and staff within the wider council, stakeholders and other partner agencies
Key duties and responsibilities:

1. Act as the first point of contact and provide a warm welcome and high-quality customer service to residents, elected members, partners and other stakeholders, in libraries across the borough. 
2. Join library members, actively promoting and providing information on all aspects of the services and resources available.  
3. Deal with enquires from customers either in person, over the phone or by email, referring to colleagues as appropriate. 
4. Handle cash and process card payments for service charges as appropriate.
5. Support the planning, organisation, and delivery of the Universal Library Offer as well as programmes, events and activities including the Summer Reading Challenge, Bookstart, story & rhyme times, school visits, author events and Crossing the Tees. 
6. Support the planning, organisation and delivery of the libraries wider community and outreach offer and assist when required in support of the home and community delivery service.
7. Promote physical and digital stock, library services and resources and enable customers to access and use. Including representing at internal and external events and venues to drive up membership and usage.  
8. Enable customers to access Wi-Fi, library PC’s, scanning, printing and photocopying, including any systems and processes associated with these functions. 
9. Use the Library Management System to join new customers, maintain and update membership records, manage customer accounts, carry out searches for stock and set reservations for requested stock.  
10. Support the facilitation of external room bookings and events as required.
11. Enable customers to use self-service systems to issue, return and renew books, for self-payment of fines and fees.  
12. Assist with processing, shelving and tidying of stock, maintaining good stock order, checking the condition of stock and removing items in poor condition. Carry out minor stock repairs, e.g., re-covering books.  
13. Support the management of stock in line as directed and in line with the relevant polices and processes.  
14. Support the induction and training of staff, work experience students and volunteers as appropriate.  
15. Act as a deputy key holder and building supervisor as required. 
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post.
2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives.
7. To ensure the highest standards of customer care are met at all times.
8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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	POST TITLE
	GRADE

	Libraries Assistant
	C+


	


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Experience of working in a Library or customer service environment.  
· Experience of engaging with a wide range of people and communities.
· Experience of dealing with and resolving customer enquiries. 

· Experience of working as part of a team.
	· Experience of working within a library setting. 

· Experience of working with children and young people
	A, C, I

	SKILLS AND ABILITIES
	· Ability to demonstrate good standards of customer service and care. 

· Ability to deliver programmes of work to library users.
· Ability to demonstrate an approachable and friendly manner and a willingness to help people. 

· Ability to demonstrate enthusiasm to deliver library services.  

· Good communication skills, verbal and written. 

· Ability to listen and interpret enquiries to ensure the best outcome for the customer. 

· Ability to shelve books in alphabetical or numerical order. 

· Ability to work well as part of a team. 

· Ability to use own initiative and work independently as required.
· Ability to demonstrate a flexible, positive and ‘can do’ approach. 

· IT Literate with the ability to search and use Microsoft software packages, email, and specialist library management systems
	· Ability to demonstrate an understanding of libraries and the services they offer.
· Interest and enjoyment of reading.  

· Interest and enjoyment of working with children and young people.

	A, I, R, T

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Literate and numerate, with a good standard of education including English Language and Maths GCSEs (or equivalent). 

· Ability to fulfil all spoken aspects of the role with confidence through the medium of English.
	· Relevant customer service, library or creative equivalent qualification or experience.
	A, I, C

	OTHER REQUIREMENTS
	· Flexibility to respond to the needs of the service including occasional requirement to work beyond normal working hours. 

· Commitment to own continuous personal and professional development.
· Strong team player, committed to an ethos of continuous improvement.
· Willing to travel independently to work at other sites and attend meetings as required.  

· Ability to demonstrate a commitment to own personal development.  
	· Evidence of own continuous personal and professional development


	A, I, C 

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users.

	· Evidence of having completed training in equality and diversity awareness
	A,I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service. 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I 


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
Job Description & Person Specification





Libraries Manager  





Libraries Team Leader  





Libraries Assistant
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