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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 
	Library Assistant

	Directorate:  
	Health & Wellbeing
	Division/Section: 

	Heritage, Libraries and Arts

	Grade:  2

	
	JE Reference: 
	


	Job Purpose:

To provide a high quality, customer focused library and information service, which delivers resources, events and activities around the following priorities:

· Books and Reading

· Information

· Learning

· Community Space



	Key Tasks:  

	
	

	1.


	Customer Service: 

· To deliver excellent customer service at all times to all sections of the community.

· To engage with specific target groups, including young children and families, young people, older people, socially excluded groups and individuals, the business community, learners and visitors to Oldham

· To actively promote, participate and deliver as appropriate, library events and activities (e.g. delivery of sessions for under 5s, leading school visits and book groups for older people)

· To respond to customer enquiries by providing accurate high quality information, including the provision of Council Information, Tourist Information, business information, health information, local and community information and information about the collections and facilities of Gallery Oldham

· To promote books and reading through good product knowledge and helping / supporting customers in their reading choices

· To support informal learning by promoting relevant stock, signposting to appropriate information providers and coaching customers on, for example, basic IT skills for adults and coding clubs for children

· To maintain a high quality library environment at all times 

· To effectively deal with customer feedback 



	2.


	Operational Responsibilities:

· To ensure stock and routine tasks – including issuing, returning, reserving, repair, maintenance withdrawal, shelving, revision and financial procedures -  are carried out to a high standard
· To support and encourage customers to utilise self-serve facilities

· To undertake routine tasks associated with library membership and customer accounts

· To assist in the delivery of the Bibliographic Services Department

· To undertake work relevant to the Library at Home Service and services to residential and nursing homes as required
· To be aware of, and undertake, the day to day operational delivery of the Service, including the security of buildings and equipment 
· To support casual staff and volunteers in their work
· To comply with all Council policies and procedures, including risk assessments which have been produced for each service point


	3.
	Other Duties:

· To work flexibly in the interests of the Service



	
	

	
	


	Standard Duties:



	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the Council; including customer care, data protection, ICT, finance and health and safety policies.



	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.



	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	5.
	Undertake any additional duties commensurate with the level of the post.



	Contacts:

Volunteers

Members of the public

Elected Members

Officers within Oldham Council

Partners



	Relationship To Other Posts In The Department:



	Responsible to:  

	Senior Library Assistants

Senior Library Officers

	Responsible for:
	Work experience placements, casual staff,  trainees and volunteers in the absence of the Senior Library Assistant




	Special Conditions:

DBS Disclosure Required – Standard
Eligible to receive unsocial hours payments due to contractual Saturday and evening work 


	
	DATE
	NAME
	POST TITLE

	PREPARED


	July 2011
	Judy Lamb
	Principal Officer Library and Information Service 

	REVIEWED
	Jan 2012
	Andrea Ellison
	Library and Information Manager



	Reviewed
	August 2012
	Judy Lamb and  Teresa Hampson Andrea Ellison
	Principal Officer Library and Information Service

Senior Library Officer

Library and Information Manager



	Reviewed
	January 2013
	Andrea Ellison

Teresa Hampson
	Library and Information Manager

Senior Library Officer

	Reviewed
	March 2017
	Andrea Ellison

Alison Copple
	Library and Information Manager

Senior Library Officer
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PERSON SPECIFICATION

Job Title:  Library Assistant
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	5 GCSEs (A –C) or equivalent (including Maths and English)
	IT qualification
	5 GCSEs 
(A –C) or equivalent (including Maths and English)

	Experience


	Experience of working in a customer services environment

Experience of working with a diverse customer base

Experience of, and commitment to, working as part of a team. 


	Experience of working in a face to face customer services environment

Experience of working with children and young people

Experience of working in a library 


	AF/I
AF/I
AF/I


	Skills & Abilities


	Excellent communication skills (listening, written, verbal, ICT and interpersonal skills)

Ability to deliver high quality customer services to all customers; a commitment to giving all customers a ‘wow’  factor and ‘getting it right’ first time
To evidence an understanding of the importance of a high quality customer environment 

Ability to present an enthusiastic, outgoing and positive approach and demonstrate empathy and discretion 

Able to adapt to a changing environment and to evidence a flexible approach and openness to new initiatives; willingness to  making a positive contribution to the future development of the library service
	
	AF/I
AF/I
AF/I
AF/I
AF/I


	Knowledge


	Ability to evidence a good understanding of the role of public  libraries in the local community and to be passionate about the role of libraries in reading, learning and information

Ability to develop high level product knowledge of books and information sources including Customer Information Point and Tourist Information enquiries.
	
	AF/I
AF/I


	Work Circumstances


	Able to cope with a physically demanding job  which includes moving books and equipment around the library

Able to work weekends and late evenings, on a rota basis.

The post will be subject to an standard DBS check


	
	AF/I
AF/I
AF/I


	
	DATE
	NAME
	POST TITLE

	Prepared
	August 2012
	Andrea Ellison

Teresa Hampson
	Library and Information Manager

Senior Library Officer

	Reviewed
	January 2013
	Andrea Ellison

Teresa Hampson
	Library and Information Manager

Senior Library Office

	Reviewed
	March 2017
	Andrea Ellison

Alison Copple
	Library and Information Manager

Senior Library Office


Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

P = Presentation; R = References; Po = Portfolio
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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