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THE SIXTH FORM COLLEGE – BROOKE HOUSE

JOB DESCRIPTION

Post Title:


Library Assistant (Term Time Only)
Scale:



Points spine 16-18







Responsible to:

Library Manager

Job Purpose

As an active Library team member, to provide an effective professional service to users and to provide support for Library & information technology and other facilities. 
Specific Duties

1. To provide first line help for users of the Library, ensuring that best use is made of all of the resources and facilities. 
2. To maintain an active and appropriate learning environment that meets quality requirements and enables groups and individuals to achieve their learning objectives.
3. To be both proactive and responsive to users in terms of monitoring, supporting their learning and reinforcing their information management, creation, retrieval and ICT skills.

4. To carry out enquiry and circulation duties as necessary according to the agreed procedures of the Library.

5. To assist with the processing of teaching and learning resources.

6. Some aspects of the post (such as shelving of books) involve lifting, manoeuvring trolleys and the use of kick-steps and stepladders.
7. To maintain data and records on Library management systems and for quality monitoring according to agreed Library procedures
8. To be able to work at least two evenings per week and to provide further evening cover when necessary as agreed with line manager.

9. To assist teaching staff in identifying information/learning resource needs (for both students and teachers) in consultation with the Library.

10. To work co-operatively with other areas of the College to provide a corporate College service.
11. To follow strictly the requirements of the College's Health and Safety Policy and Equal Opportunities Policy.

12. You may be required to undertake such other duties, commensurate with your grade and hours of work, as may reasonably be required.              

      College Responsibilities
1. To represent the College at meetings as directed.
2. To participate in the College Learning & Development (appraisal) process.
3. As part of your role you have a direct responsibility for ensuring equality of opportunity within the college as well as the health and safety of students, staff and visitors.  As part of that responsibility you may be required to participate in training and be involved in undertaking risk assessments.
Variation to this Job Description

This job description is designed to outline the main duties of the post. It is not designed to be an exhaustive listing of tasks and can be varied in consultation with the postholder in order to reflect changes in the job or the organisation.

The successful candidate will be required to apply for an Enhanced Disclosure in accordance with Part V of the Police Act 1997.  Further information about the Disclosure scheme can be found at www.disclosure.gov.uk
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PERSON SPECIFICATION

Please use this Person Specification when completing the ‘Person Specification Requirements’ section of the Application Form.

	
	Essential/

Desirable

	
	

	1. Knowledge
	

	
	

	I. Possess a minimum Level 4 Qualification or higher
II. An understanding of Equal Opportunities in relation to Learning Resources


	E

E

	III. An understanding of working in an educational/training environment
	E

	IV. Good working knowledge of current PC software applications particularly MS Office Suite
	E

	V. An understanding of PC hardware
	D

	
	

	2. Experience 
	

	
	

	I. Recent, relevant experience of actively supporting students in a learning environment
	D

	II. Experience of working in a library or learning resource centre.
	D

	III. Experience of working with students or members of the general public
	E

	
	

	3. Skills and Abilities
	

	
	

	I. Good interpersonal skills to support learning and maintain a study environment
	E

	II. Proven ability to work effectively as part of a team
	E

	III. Able to deal effectively and efficiently with a broad spectrum of people and abilities
	E

	IV. Accuracy and attention to detail
	E

	V. Able and willing to work flexibly to meet service needs
	E

	VI. Good organisational skills to work on several projects simultaneously
	D

	VII. Able to demonstrate initiative in appropriate situations
VIII. Able to work with or use electronic journals                                              
	D
D
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