[image: ]	JOB DESCRIPTION 
 
 
	 
Job Title: 
	 
Library and Information Assistant 

	 
Grade: 
	 
Grade 3 

	 
Responsible to: 
	 
Area Manager 

	 
Location: 
	 
Any Library across the city 

	 
Responsible for: 
	 
 

	 
Hours of Duty: 
	 
15 hours per week 


 
 
Purpose and Objectives of Post: 
 
To provide a customer focussed point of contact for the public on all matters relating to the work of the Library Services and other customer services provide across the Authority. 
 
Main Duties and Responsibilities: 
 
1. To act as the first point of contact for the customer, whether in person, by telephone or any other means. 
 
2. Ensure that all customers are treated politely with respect and dignity. 
 
3. To assess customer needs and undertake necessary actions or refer as appropriate. 
 
4. To progress referrals on behalf of the customer. 
 
5. To respect the confidential or sensitive nature of customer enquiries at all times. 
 
6. To assist in the marketing and promotion of Library and other corporate customer services. 
 
7. To receive and transmit documentation in respect of Council services including registration forms, claim forms and any other relevant forms/documents; to assist in the verification of such documents. 
 
8. To actively participate in training and development opportunities, keeping abreast of customer service and technical developments across the broad range of services provided. 
 
9. To take opportunities to increase areas of competence, to use own initiative, be flexible and adaptable, to react positively to change. 
 
10. To work in a helpful and approachable manner as a member of the team to ensure overall performance targets are met.  To make a positive contribution to team plans, and respect commitment to team decisions.  To encourage and support team members, respecting the views, values and opinions of others.   
 
Library Services 
 
11. To issue/receive and appropriately record any material borrowed from or returned to the library. 
 
12. To carry out simple book repairs and undertake the cleaning of books and other library materials. 
 
13. To maintain appropriate records and catalogues relating to the work of the library service. 
 
14. To provide support and assistance to customers, to a level appropriate to ECDL qualification, relating to Information and Communications Technology (ICT) and audio-visual equipment including: 
· Use of PCs 
· Software applications 
· Access to and use of Internet 
· Access to and use of e-mail 
· Use of fax machines, photocopiers and other computer peripherals 
 
 
15. To assist in promoting the safe use of all electrical equipment used/operated by the public. 
 
16. To undertake daily visual checks of material, stock, equipment and the fabric of the building and report any defects or areas of safety concern to the appropriate senior member of staff. 
 
17. To assist senior staff in the organisation of activities for adults and children. 
 
18. To assist in the preparation of displays. 
 
19. To ensure that all necessary fines and reservations are charged and recorded appropriately. 
 
 
Administration and Financial 
 
20. To undertake any clerical and administrative duties associated with the day to day running of the library service. 
 
21. To carry out financial transactions related to library service income, and where necessary, accounting for and banking monies. 
 
22. To assist with debit/credit card payments in respect of all other sources of the Council’s income ‘on line’ using PCs. 
 
23. To provide box office facilities for the sale of tickets relating to arts and leisure events. 
 
24. To assist in the supervision of casual staff, volunteers, trainees and work experience placements. 
 
25. To assist in ensuring effective safety and security arrangements are in operation for staff, equipment and the building Corporate Responsibilities 
 
1. To ensure high levels of professional conduct at all times, with particular reference to punctuality, dress, presentation and administration. 
 
2. To ensure that customer care is the major priority for service provision. 
 
3. To ensure the service is promoted efficiently, effectively and in keeping with the corporate image of Salford Community Leisure. 
 
4. Considerable importance is attached to the public relations aspect of all work undertaken by Salford Community Leisure staff. It is expected, therefore, that the post holder will at all times project to the public the image of Salford Community Leisure as being keen to assist wherever possible, and positively promote the work that SCL does across its various services 
 
5. SCL expects all its employees to have a full commitment to the SCL’s Equal Opportunities Policy and acceptance of a personal responsibility for its practical application.  All employees are required to comply with and promote the policy and to ensure that discrimination is eliminated in the service of SCL. 
 
6. To ensure all information received and disseminated, whether verbal or written, concerning all employees, prospective employees or clients, is treated in the strictest confidence, and that all such information held is regulated and controlled in a similar manner 
 	 
7. To act at all times with due regard to Salford Community Leisure’s Health and Safety Policies and related Codes of Practice 
 
Review Arrangements 
The details contained in this Job Description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required, and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, SCL will expect to revise this Job Description from time to time and will consult with the postholder at the appropriate time. 
 
 
Date, Job, & Description Prepared/Revised: 	 	 
 
Prepared by:  	 	 	 	 	 
 
Agreed by Post holder: 
 

PERSON SPECIFICATION – LIBRARY & INFORMATION ASSISTANT – SCL GRADE 3 
The Person Specification is an important part of the recruitment process.  It should be read carefully as it will form the basis of shortlisting and ultimately, appointing the successful applicant. You must demonstrate therefore how you meet each of the following criteria in your application. 
 
	Essential Criteria 
	Necessary requirements – skills, knowledge, experience etc. 
	*M.O.A. 

	1.  
	The ability and enthusiasm to respond to a wide range of customers, with a sympathetic and helpful manner, both in person and on the telephone. 
	I 

	2.  
	An awareness of how to respond to children and the ability and enthusiasm to do so in an appropriate manner. 
	A & I 

	3.  
	Basic literacy and numeracy, the ability to handle money and perform clerical duties effectively. 
	A & I 

	4.  
	The ability to work under pressure and directly with customers, for at least 50% of the working day. 
	A & I 

	5.  
	A positive attitude towards teamwork. 
	I 

	6.  
	The ability to follow instructions, adhere to rotas, timetables and set procedures and to undertake a wide range of routine tasks. 
	A & I 

	7.  
	The ability to take responsibility for own work without constant supervision. 
	A & I 

	8.  
	A commitment to a high standard of customer care. 
	A & I 

	9.  
	An enthusiasm for using IT equipment and assisting customers to use IT packages. 
	A & I 

	10.  
	A basic understanding of and commitment to equal opportunities. 
	I 

	11.  
	The ability to assist in the maintenance of an attractive library environment. 
	I 

	12.  
	An interest in promoting books and library resources to customers. 
	I 


 
	Desirable criteria 
	Necessary requirements – skills, knowledge, experience etc. 
	* M.O.A. 

	1.  
	Experience of working with the general public, in person and over the telephone. 
	A & I 

	2.  
	Experience of clerical work and handling cash. 
	I 

	3.  
	Knowledge of the range of services provided by a public library. 
	I 

	4.  
	The ability to assist customers in using IT packages. 
	A & I 

	5.  
	Experience of working under pressure in a service capacity. 
	A & I 


 
Method of assessment (* M.O.A.) 
A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre 	 
SCL Behaviours 
We have listened to the feedback from over 200 of our staff on how they think people who work for SCL should consistently behave to ensure it's a Great Place to Work. They came up with the below list of behaviours which we have started to embed.  
We want everybody to strive to be: 
· Professional 
· Respectful 
· Knowledgeable 
· Passionate 
· Solutions Driven 
We are determined to ensure we have the right people with the right values working with us and these behaviours are at the heart of who we want to be. 
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