LIBRARY, INFORMATION AND ARCHIVE SERVICES ASSISTANT APPRENTICE LEVEL 3
JOB DESCRIPTION

POST OBJECTIVES

The post holder will be a flexible member of a team assisting in the provision and delivery of library and information services to customers throughout the service and work group and deliver library material to vulnerable residents in the community.
DUTIES AND TASKS

· To undertake general library routines.

· To deal with enquiries and supply information as required.

· To assist members of the public to gain access to Council services.

· To assist in the promotion and delivery of services to all groups and individuals within the community including the socially excluded in line with Council policy.

· To take payments on behalf of the Council.

· To be responsible for routine clerical procedures and compilation of statistics as required.

· To give basic assistance and support to users in Computer Learning Centres.

· To undertake the training required to acquire the necessary knowledge and skills to deliver the range of services relating to the post 

· To deliver the service at any library within the borough and ensure the building is a safe,

secure and healthy environment.

· To be flexible in all aspects of the role

· To assist managers with various procedures, activities and events.

· To assist in other work groups as required.

· To be able to log information and have good record keeping skills. 

· To participate and assist in the delivery of online sessions and activities   

· To undertake such other duties as reasonably correspond to the general character of the post and its level of responsibility.

Tameside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

LIBRARY, INFORMATION AND ARCHIVE SERVICES ASSISTANT APPRENTICE LEVEL 3
PERSON SPECIFICATION











    CATEGORY 

QUALIFICATIONS
Proof of qualifications as below;

Level 2 English, Maths/equivalent to GCSE grade 9 to 4 or A* to C

     
E

SKILL/KNOWLEDGE AND EXPERIENCE

1.
Experience in dealing and interacting with customers


D
2.
Good communication skills (written and oral)


E

3.
Experience of using new technology including Microsoft office, 


Spreadsheets and/or databases keyboards and emails


E
4.
Literacy and Numeracy skills


E

PERSONAL QUALITIES

1.
Tactful and diplomatic manner


E

2.
Ability to work alone or as a part of a team  


E

3.       Accuracy and attention to detail





E
4.       Flexible approach to work 






E

5.       Well organised 








E

6.       Self-Motivated








E

7.       Show empathy with client groups and be non-judgemental


E

8.       Ability to converse at ease with service users in accurate spoken English
E   

 

For Information:

Category

(E) Essential Requirement without which the candidate would be unable to carry out the duties of the post.

(D) Desirable Features which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience, etc.
