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COMMUNITY LIBRARY ASSISTANT
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	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application and Interview/ Test
H
	Must be numerate and literate
	(
	

	Application and Interview
H
	Appropriate experience in a position involving face to face contact with the general public, preferably working in a library
	(
	

	Application and Interview/Test


H
	Ability to use a wide range of computer applications (e.g. library management systems, databases, internet etc) in order to assist the public with both ICT enquiries and using ICT.     
	(
	

	Application and Interview
H
	Must be capable of meeting the physical demands of the job (e.g. being on feet for up to 2/3 hours at a time; being able to carry/shelve large numbers of books onto shelves from floor level to up to approx 5 feet high)
	(
	

	Application and Interview
H
	Ability to assess customer requirements and provide information about, and access to, Council and external services (e.g. acting on behalf of customers and assisting in eligibility, the completion of forms, referral, bookings and  document verification)
	(
	

	Application and Interview
H
	Commitment to Customer Care initiatives in order to communicate effectively/sensitively in a friendly and sympathetic manner with people from all ages and backgrounds
	(
	

	Application and Interview
H
	Understanding of Safeguarding issues/ procedures and the need to support the welfare of children  and vulnerable adults
	(
	


	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application and Interview
H
	Awareness of the wide range of services offered via the Public Library Service
	(
	

	Application and Interview
H
	An understanding of the needs of community groups and the value of locally based services
	(
	

	Application and Interview
H
	Able to work as part of a team structure  with the ability to work in an organised and efficient manner both supervised and unsupervised
	(
	

	Application and Interview
H
	The ability to plan and/or deliver simple training activities e.g. basic ICT courses
	(
	

	Application and Interview
H
	Understanding of relevant day to day legislation e.g. Data Protection, Health and Safety
	(
	

	Application and Interview
H
	Clear understanding of the importance of libraries, reading and literacy
	(
	          

	Application and Interview
M
	Awareness of and involvement in market research, consultation and marketing/promotional activities
	
	(

	Application and Interview
M
	Experience of processing payments and securing income (e.g. cash, cheques, swipe cards, tills)
	
	(

	Application and Interview
M
	ICT qualification (ECDL or equivalent) 
	
	           (

	Application and Interview
L
	Experience of being responsible for securing premises
	
	(


The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues
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