

This document may be used for new roles and where a job description requires updating.  If the job description is being updated this document should be completed by the post holder and the content verified by the Line Manager and Head of Department 
	Job Title 


	Library Assistant 1.0 FTE
	Pay Band 3     
	RBC Reference:  (2023) RBC497

	Reports to:  College Librarian


	Department :  Library
	Date:  July 2020

	Role responsibilities (include information on people management/teams, budgets and other resources with direct responsibility)

	To strive for service excellence to all customers in providing first line support across the department.
To assist in access to items held in the College’s Special Collections (books).
The post holder will be aware of and ensure compliance with all College policies and procedures.


	Key working relationships/contacts specific to the role holder 



	Reporting to the College Librarian, and representing the same when appropriate;

Working as a member of a small full-time team;

Assisting in the recruitment and training of new library staff

Providing front-line services to all College users (staff, students, researchers) as well as to external visitors.



	Main responsibilities, duties and accountability of the role 



	1
Front line services
	To strive to achieve service excellence to all customers in providing first line support across the department.

As part of the library team, to participate in the provision of front-line services to users, sharing in the rota on the library issue desk, providing appropriate technical support and collecting (with discretion) library fines and fees etc.

To help with the maintenance of the library as a place conducive to study and research, including helping with re-shelving items, stock checks, general tidying and occasional library re-organisation.

To answer internal and external enquiries on library services, facilities and resources following service procedures, and to field basic IT enquiries. 
To help deliver a high customer service responsive to user feedback, consulting users on their needs and developing appropriate services.



	2
User services

	To participate in the administration of the SCONUL scheme allowing College students to access other university libraries and supervising visits by students from other university libraries to the College.

To operate the acquisition of items on inter-library loan, using the services of the BLDSC, BL on Demand and other appropriate loan schemes.



	3

User education
	To contribute to the library’s Induction of new students, whether face-to-face or in an online environment; to instruct students in the use of the library e.g. library layout (Dewey Decimal System); using the library catalogue; using online databases; and adherence to copyright legislation.

To provide basic research help to staff, students and postgraduates, particularly in reference to online resources and e-journal databases.
To contribute towards the achievement of users in becoming self-sufficient researchers.



	4
Training & recruitment

	To take a substantive role in the recruitment, induction, training and development of all new library staff.

	5

Data entry

	To create, process and maintain accurate student records on the library management system.
To assist in the creation and maintenance of stock records on the library management system using professional MARC cataloguing.



	6

Office maintenance
	To carry out duties relating to incoming post, stock and new equipment, receiving and checking orders, and processing new stock for library use.
To regularly stock check and order stationery items for use in the library.
To record the receipt of journals, order missing journal issues, file journals after circulation, ensure that journals are filed in order and are discarded as necessary, and generally deal with all aspects of serials management. 
To assist with overdue procedures, providing relevant data for the Librarian and chase borrowers with long overdue items within the College and elsewhere.
To manage reservations of equipment for loan to students and staff; to check and maintain equipment; add and delete items on the LMS and to keep the inventory up-to-date. 

To produce and provide statistical data as required. 

To check money cashed up and pay into finance.

	7

Liaison and outreach
	To establish good working relations with other departments within the college to ensure the smooth running of library services;

To represent the library on at least one of the College’s Committees, and to represent the College Librarian at other College committee meetings when necessary.

To represent the library to external users and the wider community.



	8
Special Collections 


	To host researchers, guests and students requiring access to the Special Collections, and to retrieve book items upon request. 


	9

Specialist knowledge and application
	To be cognisant of and be able to apply appropriate Copyright (CLA/NLA), Recording (ERA) and Data Protection (GDPR) regulations.
To acquire knowledge of MARC cataloguing and Dewey Decimal Classification as appropriate for the work to be undertaken in the role.
To contribute actively to library team meetings, whether formal or informal, to assist in the development of the library service.

To work as the sole member of staff on duty at certain times being wholly responsible and accountable for the smooth running of the library. 



	10

Other
	To undertake any other duties appropriate to the grade assigned by the College Librarian or the Assistant Librarian.



	11

College requirement
	To complete annually between January and December all statutory training using the CYLIX ON LINE training service.  HR will provide you with a personal login in order to complete the modules and produce your completion certificate.   



	12

College requirement

	To complete PREVENT training each academic year September to August.  Access information for the package will be provided by the Secretary & Registrar annually. 




PERSON SPECIFICATION FOR ROLE OF Library Assistant 
Key to validate section:   (1) AF Application form (2) AS Assessment (3) I Interview
	Competency for the role 

	Requirements for the role 
	Essential

√
	Desirable

√
	Validate AF/AS/I

	Qualification 


	A good standard of education, preferably to A level/HND or equivalent.
	E
	
	AF

	Knowledge & Experience


	Experience of working in a library, and especially a higher education library.

	
	D

	AF


	Communication 
· Oral, written, complexity

· Liaison and networking

· Information technology


	Oral and written communication skills enabling you to communicate appropriately, articulately and accurately with students, staff, academics, senior administrators, visitors, and members of the public.

Good interpersonal skills and the ability to deal confidently with people from a wide variety of backgrounds.
Good numeracy and ICT skills, with an eye for detail and a meticulous approach to work;
the ability to learn new IT and other skills quickly and effectively.

	E
E

E
	
	AF/I
I
AF/I

	Managing Resources

· Teamwork and motivation
· Decision making
· Planning and organising
· Team development


	The ability to work as a member of a team, but also to plan your own work and carry it out to a high standard.

The confidence to be able to work as the sole staff member on duty.

To be able to remain calm in dealing with disputes and use discretion in collecting or waiving library fines and fees.
The ability to exercise discretion on confidential matters
The confidence to contribute to the development of the library and its services in regular library team consultations

	E
E

E

E

E
	
	I

I

I

	Problem solving and investigation skills required and used to carry out responsibilities of the role

	The ability to deal with problems as they arise, whilst recognising when issues should be raised with colleagues.
Good organisational skills and the ability to manage a demanding workload.

	E
E
	
	I
AF/I

	Service Delivery 
Who benefits from the service, staff, students, visitors and clients? 
 What level of service does this role provide; is the service proactive/ standard. 
Who decides on the service level?
	A high level of customer service skills focused on the user and responsive to their needs
A flexible approach to work, with an ability to adapt to changing rotas and work schedules, and a willingness to provide cover at short notice.

A willingness to teach and train others, either library users (students and staff) or new work colleagues.

	E

E

E
	
	I

I

AF/I

	Sensory and physical demands required to complete work.

Health and Wellbeing responsibilities of the role 


	The ability to deal with the demands of library work including shelving items at height or low down; handling quantities of books and journals; moving book stock around when necessary and helping with other library re-organisation projects
The ability to work on computers at length (subject to normal health and safety expectations)
An ability to be sympathetic towards students with varying levels of stress, and a confidence in exercising discretion when helping them.


	E
E

E
	
	I
AF

I

	Special requirements for this role:   
A willingness to provide cover at short notice, including at evenings or week-ends for which you are entitled to be paid or take time-off-in-lieu.

	Please read before signing.  
When you sign this job description and person specification document you confirm that this is an accurate reflection of the tasks, duties and responsibilities the role holder will be required to deliver.


	You are advised to retain a copy of the completed job description and person specification for reference. 



	Signed by Line Manager :







	Date: 


	Signed by Role Holder (if applicable)


	Date: 

	Signed by Head of Department:
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	Date:
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