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BURY COUNCILPRIVATE 
JOB DESCRIPTION
DEPARTMENT OF OPERATIONS
	PRIVATE Post Title: Community Library Assistant 

	PRIVATE Department: Operations
	Establishment/Post No: 

	PRIVATE Division/Section: Libraries+Archives
	Post Grade: Grade 7, pro rata to hours


	PRIVATE Location: Any Library as required
	Post Hours: Full time, Part time, Job Share - subject to service requirements -  may require Saturday, Sunday and evening work.  

	PRIVATE Special Conditions of Service: None.



	Purpose and Objective of Post:
To work as part of a team to deliver an efficient and effective integrated library service   

	PRIVATE Accountable to: Deputy Head of Libraries+Archives


	PRIVATE Immediately Responsible to: Community Library Supervisors

	PRIVATE Immediately Responsible for: 

To occasionally oversee others e.g. volunteers, temporary, casual staff and work experience placements in the absence of the Community Library Supervisor 

	PRIVATE Relationships: 
Internal

:
Libraries+Archives staff



Staff of all Council Departments





Council Members

External
:
General Public

                                           Community and other groups and organisations

                                           Contractors


	PRIVATE Control of Resources:
As delegated by line manager:
Responsibility for unlocking/securing the building in the absence of the Supervisor/Caretaker, if any.

Health & Safety:
Ensure the maintenance of a healthy and safe environment for staff and public

	


	Duties/Responsibilities:

1 Help maintain an effective Library Service including facilitating the issuing and discharging of library materials, shelving stock and creating an attractive and welcoming environment.
2 Provide excellent customer care which upholds Council standards and shows a clear understanding of the differing needs of all service users.

3 Effectively prioritise and process enquiries, including acting on the customer’s behalf and/or referring to appropriate internal or external agencies. Assist in the completion, processing and verification of documents.  Advise on eligibility for services as appropriate.
4 Assist with and promote leisure, learning, reader development and community history opportunities which help increase the skills and confidence of service users and community groups. Assist in the process of developing and maintaining effective links with local communities and facilitate activities which sustain community life.
5 Proactively advise customers on choice of library stock and assist in Reader Development activities for all ages.
6 Accept payments, ensuring all transactions are correctly processed in accordance with Council procedures. 
7 Use ICT effectively to deliver library and information services.  Facilitate/assist service users to develop their skills and support access to online services. Use equipment (and assist customers in the use of equipment) as required, e.g., ICT, photocopier, tills, electronic security systems, microfilm reader, scanners etc and to undertake any minor troubleshooting of equipment difficulties.

8 Assist in the provision of volunteering opportunities.   
9 Assist in researching the needs of local communities. Assist in marketing and promotional activities as required.
10 Operate the corporate feedback system by the processing of comments, suggestions, complaints, compliments etc.
11 Keep abreast of and implement changes to standards, policies, procedures and guidelines and legislation of Libraries+Archives, the Council and Children, Young People & Culture as appropriate. 
12 Ensure the premises are unlocked/secured in the absence of the Library/Centre Supervisor / Caretaker (if any). 
Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  (Extract from paragraph 203 of Supplemental Conditions of Service)
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