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	JOB DESCRIPTION


	Post Title:


	Library Assistant

	Post Number:


	

	Grade:


	Grade 3

	Service:


	Education, Communities & Organisational Development

	Section:


	Inclusive Education, Culture & Corporate Policy : Libraries, Museum and Archives

	Responsible to:


	Library Supervisor 

	Overall Purpose of the Job:



	To assist in the provision and promotion of an effective frontline library service, ensuring a welcoming and inclusive environment within a branch library. 


	Main Duties and Responsibilities 



	1.
	To assist in ensuring the delivery of excellent customer services within the branch library.


	2.
	To use the Library Management System to facilitate and improve access to information, and to assist the public by issuing and returning items; dealing with all enquiries relating to circulation and dealing with requests for all categories of stock.


	3.
	To assist the public in accessing the wide range of library stock both hard copy and electronic by promoting the use of the library catalogue. 



	4.
	To assist the public by answering enquiries; providing information and directing customers to appropriate resources and services.



	5.


	To assist in the delivery of services to adults, children and families in line with identified priorities and with partners where appropriate. This includes the delivery of Bookbug and other outreach programmes.


	6.
	To encourage and promote a love of reading by maintenance and promotion of stock and to enhance the customer experience using displays and other retail techniques.


	7.
	To promote and support access to all technologies deployed by libraries, including troubleshooting, 1:1 and drop-in sessions, and to offer assistance with adaptive technologies where appropriate. 


	8.
	To perform a wide range of administrative tasks such as cash handling, cataloguing, stock processing, photocopying, scanning and laminating. 


	9.
	To ensure adherence to current copyright and data protection legislation.


	10.
	To adhere to the Council’s health and safety policies and the Libraries’ Management Rules.


	11.
	To undertake all mandatory training in a timely manner as directed.


	12.
	Where appropriate to deputise for the Library Supervisor for short periods.



	13.
	To work with colleagues, staff and stakeholders to address and manage challenging behaviours / situations following appropriate guidelines and procedures.


	14.
	To work with colleagues, staff and stakeholders to ensure equality is embedded in all working practice.  


	15.
	Any other duties and responsibilities as directed by line management.




Note: Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other Council Policies, Procedures, operating arrangements, and other statutory responsibilities of Officers.
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