SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

Department:   Communities
Location:


Post No:

Section:          Library and Information Services
Post:               Senior Library Assistant
Grade:             E

Responsible to:
Library Manager 

Responsible for:
Library Assistants 


JOB PURPOSE:

To undertake supervisory, administrative and financial duties, to ensure the efficient operation of the designated library service, including taking responsibility for the library / libraries.

Contribute to the general development and delivery of the service.

MAIN DUTIES:
1. Supervise the Library Assistants to ensure a high-quality, efficient, courteous and helpful library service is maintained for library users.

2. Undertake all operations necessary for the continued effectiveness and safe delivery of the library service, including ensuring that adequate staff are on duty at the library / libraries.

3. Undertake appropriate reporting, administrative, and daily/weekly financial routines, and maintain all records to comply with data protection and designated requirements.

4. Support stock management procedures within the library service.

5. Contribute to and participate in appropriate library service initiatives in cooperation with library staff and outside partners, including representation of the service as required.

6. Be responsible for the security of the building, co-ordinate appropriate use by outside bodies, arrange repairs as necessary and contribute towards planning processes.

7. Contribute to the overall development of the service, including service planning.

8. Maintain professional awareness and personal development for self and others, as appropriate. 

9. Undertake recruitment and selection of staff, as directed.
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PERSON SPECIFICATION

	Personal attributes required


	Essential (E) Desirable (D)
	Method of assessment



	Qualifications
	
	

	1. Literate and numerate
	E
	AF  I

	2. Computer qualification e.g. ECDL, CLAIT
	D
	AF

	Experience
	
	

	1. Balancing conflicting demands and working to deadlines with limited resources
	E
	AF  I

	2. Organising and supervising staff and work routines
	E
	AF I

	3. Dealing with change for self and others
	E
	AF  I

	4. Working in a customer focussed environment
	E
	AF  I

	5. Participating in promotional activities
	E
	AF  I

	6. Working in a public library service
	E
	AF  I

	7. Working with external partners and agencies
	D
	AF  I

	Skills/Knowledge/Abilities
	
	

	1. Ability to communicate effectively at all levels of the organisation and with the wider community
	E
	AF  I

	2. Ability to organise own workload
	E
	AF  I

	3. Ability to lead and work as part of a team
	E
	AF I

	4. Ability to carry out administrative and financial routines, and maintain records to the designated standard
	E
	AF

	5. Effective use of ICT for personal use and service delivery
	E
	AF  I

	6. Knowledge of current developments affecting public libraries, including reader development initiatives for adults and children
	D
	AF I

	Special conditions
	
	

	1. Able to work flexible hours including weekends
	E
	AF I 

	2. Able to travel to the workplace(s) and elsewhere, as required
	E
	AF I

	3. Uniform to be worn and to be clean, smart and presentable at all times when on duty
	E
	I

	4. Identification badge to be worn at all times when on duty
	E
	I

	5. Some duties can be physically demanding
	E
	I


AF = Application Form

I = Interview
GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.
Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Note: 
Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  
Prepared by:
Name              Angela Worth

Designation   Principal Library Manager: Library Operations

Date                August 2015
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