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POSITION 

DESCRIPTION
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Our organisation prides itself on getting results, training and development, valuing diversity, community partnerships and excellence in customer service.

	Position Title:  
	Library Mobile Services Coordinator
	Department:
	Corporate Services

	Reports to:
	Moree Library Coordinator

	Subordinate Positions:


	Nil

	Classification:
	B1 L4, Grade 7, Step 1 $1,029.70 – Step 3 $1,107.30 per week in Council’s Salary System, depending on qualifications & experience. 
	Additional Benefits:
	9.5% Superannuation
Uniform Allowance
Ability to Salary Sacrifice
Rostered Day Off


	Basis of Employment:
	Permanent Full-time 35 Hours per week
	Location:
	Moree Plains Community Library 

	Employment Condition:
	Local Government (State) Award 2020
	Vacancy Ref:
	

	
	
	
	


POSITION OBJECTIVE
This position contributes to the organisation’s goals by –

· Coordinating a mobile service that delivers both general customer and library services to the communities across the MPSC.

· Delivering programs and associated activities that support key areas of MPSC including, Library, Community Development and Customer Service

ACCOUNTABILITIES
· To provide library & general council customer services to the residents of MPSC via a mobile service.

· Work with and deliver quality customer service to a diverse range of people including, children young people, older people, people from culturally and linguistically diverse backgrounds
OBLIGATIONS TO THE ORGANISATION

You are required to cooperate with Council in order to comply with legislative requirements under the Work Health and Safety (WHS) Act, Work Health and Safety Regulations and model Codes of Practice, NSW Anti-Discrimination Act 1977, and the Moree Plains Shire Council Code of Conduct and the Local Government Act 1993.

DUTIES/REQUIRED OUTCOMES

· Coordinate the mobile service that delivers both MPSC customer service and library services to residents at sites across the MPSC  as per predetermined schedule 
· Participate in day to day activities of the library including: circulation services, shelving

· Provide library circulation services to customers of the mobile service
· Process information requests from customers and forward queries to relevant MPSC team members 
· Process  payments for council and library services 
· Provide support in the collection and delivery of Home Library Services materials as directed
· Coordinate the maintenance, presentation  and rotation of library stock for the mobile service

· Provide basic information/reference services to customers by using online catalogue, databases and other resources available

· Provide customers with basic education & assistance in using online catalogue, databases and other resources available
· Develop and support programs and initiatives that foster social inclusion for users of the Mobile Service

· Liaise with the Community Development Team and the Moree Community Library Team on the delivery of social inclusion activities and events
· Liaise with MPSC Depot staff to arrange scheduled maintenance for the vehicle
· Cooperate with Council to assist the organisation comply with the obligations under the Workplace Health & Safety Act and the Workplace Injury Management and Workers Compensation Act 1998

· Comply with Council’s Code of Conduct, WHS and EEO policies and procedures

· Attend training and professional development sessions as required
· Attend Big Sky Libraries team meetings as directed across the Big Sky Libraries network including those in Walgett Shire Council & Brewarrina Shire Council
· Undertake other relevant duties as directed, consistent with the employee’s skill, competence and training.

MPSC uses job-matched pre-employment screenings to ensure that applicants are able to undertake the inherent physical requirements of this position without placing them at risk of injury. Therefore the most meritorious applicant identified at interview will be required to undertake a pre-employment health screening and a three (3) month probationary period applies.  
SELECTION CRITERIA

Essential Criteria

· CIV Library, Information and Cultural Services or equivalent
· Current Class C Driver’s Licence.
· Have a current Working with Children Check number.
· Willingness to work at sites across MPSC such as community halls to deliver a mobile service

· Capacity to drive long distances and work remotely within Moree Plains Shire Council to deliver services 

· Demonstrated effective written communication and interpersonal skills.
· Highly self-motivated, with the ability to work both as a team member and unsupervised.
· Demonstrated organisational skills, with the ability to multi-task, exercise judgement and clarity in prioritisation of work requirements.
· Highly developed customer service skills to deliver to a diverse range of people including, children young people, older people, people from culturally and linguistically diverse backgrounds.
· Demonstrated computer literacy, including email, Microsoft Office programs. 
· Demonstrable level of competence with Internet applications and digital technology platforms that are likely to be encountered in the Library (smart phones, tablets, laptops and ereaders).
· Ability to work flexible hours and Saturday mornings on a roster basis

· Willingness and ability to undertake basic vehicle maintenance such as changing tyres if required
· Hold a WHS General Construction Induction Card.

Common Criteria

· Prepared to work under Council’s Policies and procedures including Work Health and Safety, Equal Employment Opportunity and Code of Conduct.
· Demonstrated commitment to reconciliation, and to working constructively and respectfully with Aboriginal and Torres Strait Islander individuals and communities.

· Willingness to commit to further training and development as required.

· Have a Unique Student Identifier code. (This can be obtained at http://usi.gov.au/create-your-USI/Pages/default.aspx). 
Desirable Criteria

· Experience working within a library environment or customer service role
· Senior First Aid Certificate

PLEASE NOTE: 

· As a new employee of Moree Plains Shire Council (MPSC) you will be required to fully comply with MPSC’s drug and alcohol policy and procedures. Your Council induction will include the requirements of these documents.

· Non-Australian applicants for all positions with Moree Plains Shire Council must be eligible for an Australian Working Visa. 

· All employees of Council are required to hold a WHS General Construction Induction Card and have a current Unique Student Identifier (USI) code.
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