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Job Description

Job Title	Assistant in Charge 

Level	5

Service	Destination South Ayrshire- Culture & Tourism

Job Purpose

To assist the Libraries Co-ordinator in the provision of an efficient and effective library service. 


	


Date: 18 April 2022 
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Post Responsibilities:

· Apply and adhere to council policies and procedures

· Ensure adherence to relevant legislation, external policy and safe practices

· An awareness and application of customer service standards

· Undertake a formal team supervisory role within the branch

· Direct and supervise the day to day activities of a team including forward planning activities

· Ensure information and advice is communicated in a clear, concise and accurate manner through written and verbal communication

· Ability to meet targets in accordance with set timescales

· Be responsible for all aspects of library service delivery

· Liaise with staff of South Ayrshire libraries and staff of other organisations as required

· Ensure that all matters relating to the repairs and maintenance of the library are reported

· Ensure that all statistical information is accurately maintained and forwarded timeously

· Liaise with senior library staff to ensure that lifelong learning opportunities are maximised

· Use the library computerised management system to access information about books and other items held by the library

· Participation in library promotions events and activities

· Act as a key holder and undertake fire warden duties

· Carry out duties consistent with the post as may be required by your Line Manager.

Possession of:

· Education to standard grade level or equivalent.  Candidates must have or be working towards ECDL or equivalent

· An interest in promoting library services by participating in library activities and an awareness of the interests of the local community

Substantiated ability to:

· Work on own initiative but also as part of a team and must have initiative and personal drive

· [bookmark: _Hlk80362891]Meet the standards required under the Values and Behaviours of South Ayrshire Council


Demonstrable experience of:

· Experience of using the internet and an awareness of Health & Safety in the workplace desirable

· Working in a public library setting







image1.png
south

AYRSHIRE

COUNCIL

Comhaire Siorrachd Aira Deas
Making a Difference Every Day




image2.png




image3.png




image4.png




image5.png




image6.png




image7.png




image8.png




image9.png




image10.png




image11.png




image12.png




