LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Community Engagement  Team– Senior Library Assistant 
	Grade:

	Scale 6

	Reports to 

(Designation):
	Operations Officer
	Grade:
	P02

	Directorate: Community Services
	
	Section:
	Library and Information Service


Main Purpose of the job: 

To encourage use by all sections of the community and support with the daily running of the library, to include supervising library assistants 
To work with a designated team to deliver library services and act as the face of the Council to all residents, ensuring delivery of the Council’s digital by default and the government’s assisted digital agendas

To provide support and guidance to ensure that residents make the best use of all resources.

_______________________________________________________________

Summary of Responsibilities and Personal Duties:

· Proactively welcome and engage customers in library spaces and community settings. Carry out the duties with an understanding and commitment to excellent customer care.
· Deal with a wide range of enquiries by providing accurate and relevant information in an appropriate manner, referring on to other sources, signposting to services or senior staff as necessary. Provide guidance and assistance to encourage residents to make full use of the range of services on offer.  
· Ensure the space looks welcoming and attractive at all times.

· Act on behalf of the Council to deliver services as required.
· Supervise library assistants when required to ensure all necessary routines are undertaken.
· Carryout the day to day processes required to maintain the stock in both hub and community libraries. 
· Operate all ICT facilities, equipment and services in the hub library. Monitor the operation of the ICT system and report faults. Support community libraries with library related ICT.
· Support customers use of ICT in both library spaces and community settings and provide a supportive service to independent learners. Promote and champion the use of digital resources.

· Support with community outreach, working with colleagues across the service.

· Work with community library partners to ensure the efficient delivery of library services.

· Arrange and deliver outreach and community engagement with a range of community partners to include schools, nurseries and local community venues.
· Deliver reader development initiatives and activities in hub and community libraries.
· To work with the Home Library Service to ensure local residential homes and community venues are included in outreach programmes.
· Support children and young people’s reading and information needs and relate to them with understanding and confidence.  

· Carry out activities and mount displays both in the library and in the community as directed. 
· Work effectively within teams taking joint responsibility for continuing improvement of the LIS. Assist senior staff in developing staff, volunteers and work experience students  to deliver training to community library partners to support them in the development of their community offer.

· Assist senior staff with the routine administrative work of the library service. Ensure a high standard of accuracy in statistical recording, data entry and cash handling routines.
· Carry out banking and handling of monies in accordance with established procedures.  

· Ensure that all duties are carried out in accordance with LBL policies and the Data Protection Act, maintaining confidentiality at all times.
· Open and close libraries and take responsibility for the safety and security of public, staff, stock and equipment. Ensure proper use of the hub libraries and their facilities in accordance with rules, regulations, bye laws and procedures. 
· Act as duty senior library assistant for the hub library as allocated.
· Work with the line manager to ensure continuing professional development.

· Ensure duties are undertaken in line with the policies and procedures of the Library & Information Service, Community Services and the Council at all times.

· When required, undertake similar duties at other libraries.
First Aid:
Undertake an accredited first aid course using the knowledge to assist in the provision of first aid as necessary.
Internal Contacts: 
These include all  libraries including the community libraries; IT and Council directorates.
External Contacts:
 This will include London Libraries Consortium; Voluntary and Community Sector stakeholders.
Other:
To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policy and core values.


All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.
All employees are required to comply with the Council's Health & Safety policies and procedures at all times, taking due care for themselves, colleagues and members of the public. 
All employees will be required to  work flexibly across the Service  in any location as required.


Assist in carrying out the Council's environmental policy within the day to day activities of the post.


Undertake other duties, commensurate with the grade, as may reasonably be required.

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

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.
PERSON SPECIFICATION
JOB TITLE: Senior Library Assistant                   
                       POST NO: 
DEPARTMENT:
 Library and Information Service


GRADE:  Scale 6
Note to Candidates

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.

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*



Knowledge
of library & information services within an inner city context




S*
                                
good knowledge of  the basic routines of a library & information service & understanding of the key services within the Council




                                   S*  
of health & safety issues as they affect a library & information service


S*
excellent knowledge of the delivery of digital services

excellent knowledge of customer care                  
               

knowledge of a wide range of materials to support reading for pleasure and learning
S*

Aptitude
for working on own initiative without direct supervision                             
for accurate record keeping

for working with children and young people

for working under pressure and managing own time
to deal with a  wide range of customers 

a willingness to learn about new services
to present a positive image of the service

Skills
good organisational skills and excellent attention to detail
excellent communication skills both written and verbal

excellent customer care skills 

confident use of ICT packages and digital resources
ability to listen and empathise

excellent interpersonal skills  
Experience
of a  supervising  a team of staff                                                                                        S*
of working in a library and information or customer focused environment                          S*
of working without direct supervision  






S*
of delivering activities



          





S*
of answering a wide range of enquiries
                        



S*
of providing ICT support.                                                      




of using and supporting the use of digital  resources            



S*
of working to strict deadlines and prioritising workloads        



S*
of working within a performance framework                          



S*
General education
literate and numerate










good standard of  general education

 Personal qualities

excellent communicator 

self starter

interested in reading, books and information
flexible attitude to service provision and the needs of customers

flexible approach to working in a team

positive attitude towards change
perceptive and sensitive to others

Circumstances

Able to work library hours including late nights and weekends.

Able to attend, as required meetings, courses or events outside normal working hours and outside the borough to fulfil the needs of the post.

Staff are expected to work flexibly across the Service in any location as required.

Physical
Generally candidates must meet the standard Lewisham requirements for the post  

DBS Disclosure Required?      No                       Basic              
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(Tick as appropriate – guidance available from your HR Advisor)





















