LONDON BOROUGH OF LEWISHAM

JOB DESCRIPTION
Designation:
Service Administration Officer
Reports to:
Performance Manager

Grade:
Sc6
Post No:  
Directorate:
 Community Services 
Service: Library & Information Service

_________________________________________________________________

Main Purpose of the job:

To plan, organise, implement and control the administrative, acquisition and financial support services for the Library & Information Service.

To provide comprehensive administrative and management support services to members of the Senior Management Team and the Library and Information Service Manager

_________________________________________________________________

Summary of Responsibilities and Personal Duties:

PERSONAL DUTIES
1. Organise, control and develop the administrative, acquisition, and financial support services required by the Senior Management Team.

2. Devise and implement systems and methods for maintaining up to date, accurate statistical information in accordance with the requirements of the Library and Information Service and other agencies as appropriate.

3. Establish and maintain accurate and current financial records. Monitor expenditure and maintain budgetary control in accordance with the Council’s financial regulations.

4. Prepare and place orders for equipment, supplies and services under the direction of senior managers. Receive and check invoices before passing for payment. Be responsible for the Corporate credit card. Ensure the security of cash handling and recording in accordance with the Council’s financial regulations.

5. Research, obtain, and check information required for reports, questionnaires, enquiries and special projects. Prepare and present reports as required.

6. Collect and supply management information on the operation of the Library  and Information Service. Co-ordinate surveys, collect and prepare statistics and ensure that the information is available as public or management information as appropriate.
7. Respond to customer enquiries, comments and complaints either face to face, or via the telephone/email. Refer on to senior managers as appropriate.
8. Act as systems administrator in liaison with the Library Management System contractor, including permissions and pass wording. Interrogate the system and produce reports for analysis. 
9. Deal with incoming and outgoing correspondence, documents etc. including confidential and urgent items and arrange urgent despatch as required. In the absence of the Library & Information Service Manager and senior managers, ensure action is taken on incoming correspondence as appropriate.
10. Arrange meetings, prepare agendas, attend and minute meetings as required. Ensure that all appropriate papers are available.

11. Assist with the recruitment and induction of new staff. Undertake personnel and training functions which are relevant to the provision of an efficient and effective Library and Information Service. Maintain staff records for annual leave and absence and respond to requests for statistical information on staffing matters.

12. Support the delivery of a programme of staff training and development, including delivering workshops. 
13. Work in any library / section on a relief basis. Maintain service delivery to the required standards. Open buildings or sections, and take responsibility for the safety and security of public, premises, stock and equipment, and for the supervision and safety of staff. 

14. Assist with the publicity and promotion of the service within libraries and in the community.

15. Operate inter library loan procedures. Check and amend catalogue records, referring complex issues on to senior staff.

16. Undertake training / learning to maintain the level of skills and abilities necessary to deliver a proactive Library & Information Service.

17. Undertake any other duties within the scope of the post.

Equal Opportunities

18. Carry out the responsibilities of the post with due regard to the Council’s Equal Opportunity Policies.

Internal Contacts

19. With all staff in libraries, Community Services and other departments of the Council.

External Contacts

20. With members of the public, organisations and contractors.

Consideration will be given to restructuring the duties of this post for a disabled post holder.

PERSON SPECIFICATION
JOB TITLE: 
Service Administration Officer
POST NO:


DIRECTORATE:
Community Services
GRADE:
Scale 6
The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked ‘S’ will be used especially for the purpose of shortlisting.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

CATEGORY

ESSENTIAL REQUIREMENTS

1.
Job related knowledge/aptitude/skills


Knowledge: excellent knowledge of the organisation, management and control of administrative and clerical procedures 

S*


good knowledge of monitoring and performance indicators



within library and information services






good knowledge of the importance of target setting in service delivery

good knowledge of financial procedures and 

regulations






good working knowledge of customer service provision


knowledge library services within an inner city area
    S*


Aptitude:
ability to work on own initiative



for planning and developing systems and procedures 



to ensure present and future needs are met

for understanding, generating and using statistics and the manipulation and presentation of data 


ability to devise and update standard forms, 



letters and other documents



for supervising & training staff


Skills:
excellent IT skills including word-processing, 



spreadsheets and databases 


highly developed customer care skills 



excellent interpersonal skills



well developed verbal and written communication skills, 



including report writing


highly developed organisational skills

CATEGORY

ESSENTIAL REQUIREMENTS
2.
Experience:
of working with a team




S*
of dealing with the public and liaising with both statutory
and non statutory agencies




S*
handling contentious and confidential issues


S*



of delivering a high quality administrative service

S*


of maintaining accurate staff, administrative and

S*


financial records


of cash handling




S


of working to tight deadlines and under pressure

S*



of budgetary control and monitoring



S*


dealing with enquiries from the public made both by





telephone and in person




S*


of research & producing accurate management 



information in a range of formats



S*
3.  
General Education:



literate and numerate

4.
Personal Qualities:
self starter who can work independently and anticipate potential problems before they arise


an interest in books and reading



friendly and approachable – enjoys supporting a team

5.
Circumstances:



must be able to work flexibly according to the demands



of the job



6.  
Physical:
Generally must meet LBL requirements for the Post

7.  Equal Opportunities:
Awareness of and commitment of Equality of Access and Opportunity in a diverse community S*


                                                                                                                              

    Understanding of how equality and diversity relates to this post  S*
               
     



