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Job SUMMARY


	JOB TITLE: LIBRARY ASSISTANT

	POST NO(S): M854

	JOB PROFILE: GRADE 2 – AS 1

	SECTION/UNIT: LIBRARY SERVICES

	DIVISION: EDUCATION AND COMMUNITIES

	REPORTING TO: LIBRARY SERVICES MANAGER

	REPONSIBLE FOR: NONE


	JOB PURPOSE:
To assist in providing a comprehensive library service, staffing any library, or assist in the provision of an efficient and effective library service to children, young people and schools within the Midlothian area.

	KEY OBJECTIVES
To issue and discharge books, audio material and any other library materials.

To shelve returned library materials.

To assist library users with the selection of reading materials as well as with requests, enquiries, and other information needs including the viewing of planning applications.

To tidy and sort books, periodicals, audio and video collections and other library materials.

To attend to administrative procedures relating to requests, overdue items, stock additions and withdrawals etc.

To assist library users in the use of the photocopier, microfiche reader and all other types of library equipment.

To assist library users with their use of computer equipment and learning centre facilities, including Internet access.

To receive cash for fines, publication sales, sale of withdrawn books and to deal effectively with all other cash transactions pertaining to the Library Service.


To erect and dismantle displays as and when required.


To issue concessionary travel permits and answer related enquiries.

To participate in a full range of children’s activities, including story-telling and craft activities.


To participate in library promotional activities.

To perform any other duties which may be assigned by the Library Services Manager.

NB
 The postholder may be required to work at other times in any of the libraries in Midlothian.


	KNOWLEDGE

The post holder must provide evidence of competency in literacy and numeracy skills such as a minimum of three Standard Grade level 3 passes, including English and Mathematics, or an SVQ2 or equivalent.  The European Computer Driving Licence is a desirable qualification for this position.
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