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	About Aberdeen City Council

	Our purpose is to ensure the People and Place of Aberdeen prosper and to protect the People and Place from harm. 
The Local Outcome Improvement Plan 2016 – 2026 (LOIP) identifies how Aberdeen City Council, together with our Community Planning Partners, will tackle the key issues facing our city to ensure Aberdeen is a place where all people prosper. The LOIP sets out our shared promises to the people of Aberdeen:  
· Prosperous Economy - Aberdeen has a flourishing, thriving and successful local economy.
· Prosperous People - People in Aberdeen are happy, healthy and enjoy positive life outcomes.
· Prosperous Place - People experience Aberdeen as the best place to invest, live and visit.
· Enabling Technology - Innovative, integrated and transformed public services.
To deliver our promises to the city of Aberdeen, our focus is on: 
· Empowering staff to meet priority outcomes
· Empowering the communities, we serve to be self-sufficient
· Early intervention and prevention of harm to the people, place and economy of Aberdeen
· Connecting with citizens, customers and partners through our use of digital
· Using data and information to help us understand the demand on the Council and how we can better meet our outcomes
· Being entrepreneurial - creative and innovative in how we do our business.
We count on our employees to be enthusiastic and proactive public servants, who are committed to our purpose and motivated to make a positive and lasting difference to the city and its people.
Aberdeen City Council is arranged into six functions. Each function is divided into clusters, and within each cluster are service areas/teams. 

	About the Customer Function 

	This function is responsible for the management of the Aberdeen City Council customer ‘platform’, consolidated customer functions and has the duty of dealing with the first point of enquiry, assessment, managing demand and interfacing with operations where this is necessary.  The function is focused on helping individuals and communities to help themselves, where appropriate, as part of the whole system overview of demand which the Council is facing.
The function is there to offer more of our service delivery to be offered through digital means; to enforce customer standards and to, over time, build deeper and broader services directly through to customers and communities and away from ‘services’.  The role is highly reliant on the IT and business intelligence functions and the owner of the Strategic Digital Partner
	About the Early Intervention & Community Empowerment Cluster

	The Early Intervention and Community Empowerment cluster delivers key quality of life services for local residents and communities including housing, libraries, community learning and development, community planning, community safety and community justice.  It has a key role in understanding community need, increasing community capacity and resilience, and working with partners to tackle the cause rather than the consequences of failure demand.
	About the  Library & Community Learning Team / Service Area

	 The Library and Community Learning Service area brings together the library, creative and community learning development teams and will provide a valued, high quality library, information, creative and community learning and development service that is relevant and accessible to all. To empower people in Aberdeen to realise their potential through relevant learning, creative and collaborative experiences which develop their skills to enrich their lives.



	
About the Role

		Job Title
	Library Assistant
	Pay Grade
	G8

	Location

	At any library service point within the city

The Library Assistant will: 
· Work as a member of the library network team to deliver high quality, customer focused library and learning services across Aberdeen. 


	

	Key Outcomes and Task Examples

	The post holder will deliver the following outcomes: 
	Examples of related tasks:

	Assist with the effective delivery of high quality customer facing services. 
	· Enrol new members and provide introduction to services available
· Assist customers with enquiries including the use of digital resources and the delivery of Aberdeen City Council (ACC) services 
· Support customers to borrow and return library resources
· Record and feedback customer comments to inform evaluation and service development

	Undertake routine tasks to support the delivery of customer facing services across the library network. 
	· Open and close service points following agreed procedures
· Maintain and promote library collections e.g. clean and repair damaged stock, tidy shelves, maintain displays, process and circulate materials, report stock gaps
· Accurately record data to support service delivery
· 

	Promote opportunities and provide basic support to customers of all ages and abilities in learning activities. 
	· Help customers make best use of physical and digital resources 
· Support customers in use of new technologies
· Support customers to find and use information

	
	· Assist customers with enquiries and requests using a range of resources
· Prepare collections of material for circulation/loan, exchanges and displays as required
· Deliver learning and reading activities including but not limited to Bookbug sessions, storytimes, playgroup, nursery and school visits, digital support sessions, book groups

	Undertake administrative tasks in accordance with ACC policy and procedures.
	· Accurately record income and expenditure, maintaining financial records
· Maintain accurate records of stationery and other materials to ensure adequate stock levels
· Comply with ACC health and safety policies and procedures relating to buildings and equipment
· Report faults/damage to buildings/equipment without delay to appropriate persons

	Participate in training and development opportunities.
	· Undertake training as required to support the delivery of reading and learning activities to customers of all ages and abilities
· Participate in development opportunities e.g. working groups



	Role Requirements  

	This section includes what the post holder needs to carry out the role or, for recruitment purposes, enables applicants to decide whether they meet these requirements.

	Minimum Qualification(s) / Certificates / Memberships etc. required


	· 4 National 5 passes at Grade A-C or equivalent, to include English and a Mathematics subject or equivalent
· PVG Membership for Regulated Work with Children and/or Protected Adults or willingness to obtain prior to a formal offer of employment being made 


	As a minimum, demonstrate skills and experience in
	· Carrying out physical nature of duties; movement of books and other resources between and onto shelves
· Cash handling
· Presentation, promotion skills and delivery of outreach activities to a range of clients
· Proactively assisting and supporting service users e.g. floor walking
· Use of new technologies
· Working independently
· Working collaboratively

	As a minimum, demonstrate an understanding of

	· The impact of reading and literacies 
·  The diverse needs of customers
·  The applications of new technologies
·  The range of library services
·  Best practice relating to child protection/safeguarding
·  Best practice relating to health and safety
·  Legislation relating to libraries, copyright, data protection and freedom of information

	Demonstrate commitment to
	Continuing professional development
Ensuring delivery of high quality, customer focused services which support achievement of national and local priorities
Supporting the delivery of the Aberdeen City Council vision for Aberdeen as a place all people can prosper


	Other requirements
	Complete successfully all relevant corporate training within agreed timescales  
Requirement to participate in continuing professional development 
Requirement to travel between library sites and locations
Requirement to work flexibly, as and when required, which may include outwith normal operating hours  
Requirement to undertake relevant security checks to support ongoing projects e.g Baseline Personnel Security Standard 
Where appropriate, opportunity to support delivery of Home Library Service





	[bookmark: _Hlk15307435]Our Guiding Principles

	We are all responsible for the culture we work in, and our Guiding Principles help guide what we expect from each other:

	Purpose 
	We care about our purpose, our people and our city

	Pride
	We take pride in what we do and work to make things better

	Team
	One team, one council, one city

	Trust
	We trust each other and take responsibility

	Value
	We value each other and recognise a job well done
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This job profile provides indicative information about outcomes, tasks and activities that may be undertaken as part of this role.  It is not intended to be an exhaustive list due to the need for agility and flexibility in our workforce and to be responsive to change and meet business needs.




Central / Locality Librarian


Library Assistant


Senior Library Assistant
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