
ROLE PROFILE


Role Title: 

Library Assistant
Service Area: 
Youth and Community - Libraries
Accountable to: 
Senior Library Assistant and Lead Library Assistant
Grade: 

B 


Competency Level: 1
Date: 


September 2019

JE Code:

JE0673








 
Purpose of job   

To contribute to the delivery and promotion of the statutory comprehensive and efficient public library service (or School Library Service) for the borough of Milton Keynes to ensure that individuals have access to information, learning and cultural resources, and local communities thrive

As part of a team to deliver high quality front line customer services throughout the library service
Key Objectives  
	1
	With others to assist in the promotion of the Library Service, foster good relations with the whole community and be responsive to the needs and comments of the public

	2
	To undertake counter and enquiry desk duties at any service point  as necessary and  assist with promotional activities such as displays and story times.

	3
	To undertake administrative routines as required and when necessary contribute to the development of working practices.

	4
	To return materials to the shelves in an accurate and timely fashion, ensuring these are accessible to customers and with others to ensure their service point is presented to a high standard. 

	5
	To contribute to the maintenance of a healthy and safe environment for staff and customers at their given service point, under health and safety legislation, as well as safeguarding stock and equipment.

	6
	To promote, sustain and celebrate the value of reading in the community with a view to promoting literacy, enjoyment of reading and to enable people to access information to enrich their lives

	7
	To undertake duties according to the requirement of their department or service point such as coordinating home library service, leaflet distribution and presentation, community information coordination, story times and activities for children, working on the mobile library or duties relevant to the School Library Service.


Scope  
People:
The post holder will ensure that they apply high standards of customer service in all dealings with the public and will refer more complex problems to senior staff. 

Milton Keynes Central Library is one of the busiest public libraries in England and Wales, and Library Customer Assistants here will need to cope with the pressure of a high level of visits and enquiries at busy times. 

To do this the role holder will need good communication skills, IT skills and some knowledge of the library service and its aims.

Financial:
The post holder will deal with cash transactions while working at library counters.
Non-financial: 
Along with all library staff the post holder will be responsible for the safety of the stock and equipment in the library. 
Occasionally In the smaller community libraries the post holder may deputise for the Senior Library Assistant and take responsibility for the building. This may mean being in sole charge of a service point, being a key holder and opening and securing a building.

Special factors: 
Because of the element of frontline work with the public there is potential for conflict, exposure to verbal or physical abuse.
The post holder ‘s duties can involve lifting, the pushing of heavy trolleys of books, reaching up to high shelves therefore a good general standard of fitness and stamina is required.

The post holder will often work under pressure at busy times.
Work Profile   
The role holder will need good communication skills, IT skills and understanding of the library service and its aims. 

The post holder works mainly at library counters and enquiry desks dealing face to face with the public as well as answering the telephone. 

The post holder may contribute to the training of Library Customer Counter Assistants as necessary. 

The post holder will work on late evenings and weekends and at any service point within the library service according to the needs of the service
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PERSON SPECIFICATION

In this section the Skills, Knowledge, Qualification and Competency requirements to perform the role to a satisfactory standard are set out.  The extent, nature and level of the role holder’s knowledge and skills should be specified
Awareness 
some knowledge or skills sufficient to show aptitude and the ability to learn in the particular work area

Significant 
knowledge and skills gained through practice and/or qualification sufficient to fulfil the role requirements 

Extensive 
knowledge and skills gained through practice and/ or qualification to fulfil the role requirements and contribute to training others and developing policy and practice in the work area

	PERSON SPECIFICATION

 
	Examples specific to role
	Required
	Level
	Method of Assessment interview, testing, reference

	
	
	Essential
	Desirable
	Awareness
	Significant 
	Extensive
	

	SKILLS AND KNOWLEDGE 

Technical knowledge and qualifications 
	Knowledge of how a library works
GCSE maths and English A-C grade, or relevant experience to demonstrate adequate levels of literacy and numeracy.
ECDL or equivalent IT skills by relevant experience.
	X
X


	X


	X

	X
X

	
	App form/interview

	Planning and organising work 
	Able to organise and prioritise their special duties. (See KO 7)
	
	X
	
	X
	
	

	Planning capacity and resources
	n/a
	
	
	
	
	
	

	Influencing and interpersonal skills
	Excellent customer care and verbal communication skills.
 Able to work with groups of children to deliver story sessions.
	X


	X
	X
	X


	
	App form/interview

	PROBLEM-SOLVING

Using initiative to overcome problems
	Able to recognise issues arising from working on the frontline with the public and solve or refer to more senior staff
	X
	
	
	X
	
	App form/interview

	Managing risk
	n/a
	
	
	
	
	
	

	Managing change
	Willing to adapt to change.
	x
	
	
	x
	
	App form/interview

	ACCOUNTABILITY and RESPONSIBILITY

Undertakes tasks without supervision
	Responsible for initial frontline contact in a public building 
	
	X
	
	X
	
	App form/interview

	Managing people 
	Able to contribute to the training of more junior staff.
	
	X
	
	X
	
	App form/interview

	Managing financial resources
	Able to use cash tills 
	
	X
	X
	
	
	App form/interview


COMPETENCIES REQUIRED – All post holders must be able to comply with the Council’s core competency requirements which include communication, respect for others, customer service, drive for results, delivering the promise and continuous personal development.

SPOKEN ENGLISH FLUENCY DUTY REQUIREMENT - The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for this post.
In addition for those posts with management responsibilities the competencies will include managing self and personal skills, providing direction, facilitating and managing change, working with people, using resources, achieving results, promoting policy, values and culture, customer service and health and safety.

Other information

· able to travel to meet service delivery requirements

· available to undertake work outside of normal working hours
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