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Accountability Communication Effective Leadership Integrity Team Work

We Value

We are responsible 

for our actions, our 

behaviour and the 

satisfactory completion 

of allocated tasks

We communicate openly 

and respectfully, sharing 

timely and appropriate 

information with others

We lead by positive 

example, embodying 

all of Council's 

agreed Values

We are consistently

honest, transparent,

ethical and fair, 

regardless of the situation

We work collaboratively 

to achieve shared 

goals for Council and 

the community

I actively participate 

in the organisation

I consider how I say it, 

why I say it, 

when I say it and 

where I say it

I act with courage, 

challenge the status quo 

and seek out ways to 

improve our organisation

I do and say the right 

thing, even when no one 

is watching

I share my knowledge, 

skills and experience 

with others

I take full ownership of my 

role, including my mistakes, 

and learn from my actions

I listen actively and ask 

questions to gain a 

shared understanding

I support and encourage 

others to learn, develop 

and grow

I take personal 

responsibility for my own 

actions and behaviour

I support others to 

achieve goals and 

celebrate success

I inspire excellence 

by performing my 

role with pride

I show empathy and 

consider things from 

others' point of view

I am approachable and 

treat others consistently 

and respectfully

I uphold strong moral 

principles and do what I 

say I am going to do

I consciously choose 

to work positively 

with others

I acknowledge my actions 

and behaviour can impact 

and influence outcomes

I provide and receive timely, 

constructive feedback

I inspire and expect 

everyone to always do 

their best

I am professional, 

treating others just as 

I expect to be treated

I commit to 

working together 

to find solutions

My Behaviours

ACE IT


TITLE:
Library Assistant (Part Time)
CLASSIFICATION:
Band 1 Level 2
CREATED:


LAST REVIEWED:
May 2020
REPORTS TO:
Manager, Library Services

DIRECT SUBORDINATES:
NIL

This is not a static document, management reserves the right to review and amend this job description in consultation with the position holder from time to time as the need arises.
JOB SUMMARY

· To assist the Manager Library Services in providing a courteous service to all library users.

· To carry out the receipting of monies from the public, including all associated duties, filing and general office work according to library practice.

· To undertake clerical and processing duties according to library practice.

· To assist in the promotion of Council as being a courteous and efficient organisation.

JOB RESPONSIBILITIES

· Responsible to:
Manager, Library Services
· Responsible for:
Nil
· The position is a member of the Corporate and Community Services Department.  This Department is responsible for the provision of Corporate Services such as financial management, administration, human resources management, records management, information technology service.

· As a member of this Section the person may be directed to carry out such duties that are within the limits of the employee’s skill, competence and training, to assist the Section in meeting its overall objectives.

SPECIFIC ACCOUNTABILITIES

1. Implement Library Procedures

1.1 Follow circulation practices according to library policy.

1.2 Issue, return, reservation and holding of all library materials using computerised library system.

1.3 Processing and accessioning of new materials according to library policy.

1.4 Handle all cash transactions occurring at the circulation desk.

1.5 Enter new applications for membership into the library system.

1.6 Pre-catalogued materials are entered into the library system as required.

1.7 Assign materials for repair/deletion

1.8 Catalogue library materials.

1.9 Shelving and filing of all library materials in accordance with library practice.

1.10 Process and follow up inter library loan requests.

1.11 Search databases for locations of inter library loan requests.

1.12 Issue overdue notices for all library materials.

1.13 Follow up the return of inter library loans.

1.14 Ensure all areas of the library are kept in a clean and tidy state at all times.

1.15 Ensure that the circulation desk is clean and tidy at the end of the shift.

1.16 Relieve the Manager Library Services as required.
1.17 Actively participate with other staff in a team atmosphere to complete tasks.

1.18 Promote a culture of high performance and support others to deliver operational objectives across Council, promoting and inspiring others to behave in accordance with Council’s corporate values.

1.19 Any other duties reasonably requested within the skillset of the jobholder.

2. Public Relations/Customer service
2.1 Handle all telephone and counter enquiries.

2.2 Refer messages and enquiries to other staff members as necessary.

2.3 Assist the Manager Library Services in the provision of reference services (in-house and over the telephone).

2.4 Assist the general public in their use of all library technologies. 

3. General Library/Office Duties

3.1 Assist members of the public and Council staff with photocopying and faxing.

3.2 Forward messages to appropriate staff.

3.3 Arrive on time for work in readiness to undertake duties as rostered.

3.4 Ensure current awareness of desk roster is maintained at all times.

3.5 Carry out all other duties as required from time to time efficiently and effectively with a polite attitude.

3.6 Undertake special library projects as required by Manager Library Services.

3.7 Produce publicity displays as directed, or in conjunction with other library staff.

3.8 Implement correct opening and closing of the Library according to library procedures.

4. WHS RESPONSIBILITIES

4.1 Ensure all work is performed in accordance with the requirements of Council’s work health and safety policy and procedures
4.2 Ensure all work is performed in accordance with the site-specific risk assessments, SWMS (safe work method statements) and SOPs (standard operating procedures)
4.3 Take reasonable care for own health and safety as well as health and safety of others by adhering to safe working procedures including verbal instructions given by supervisors.
4.4 Report all identified hazards, accidents/incidents and near misses to manager/supervisor by actively monitoring the workplace to determine presence of hazards and initiate actions to rectify/eliminate the hazard.

4.5 Use and maintain all safety equipment and personal protective equipment in accordance with relevant standards.

4.6 Commitment to work health and safety, and promote a risk assessment approach to all activities performed by Council by participating in risk assessment processes and attending toolbox and other meetings relating to work health and safety requirements.

4.7 Have a sound understanding of work health and safety requirements associated with employment duties by attending work health and safety training sessions.

SKILLS & BEHAVIOURS
Authority and Accountability

· The jobholder will be responsible for the completion of basic tasks with individual guidance or in a team.

· The position works within detailed written or oral instructions or procedures or under supervision.  This job requires moderate planning to ensure the appropriate sequences of activities and coordination of resources.

· This job is not responsible for controlling expenditure. The position specifies requirements as an input to budget development but has no responsibilities for generating non standard revenue.

Judgement and Problem Solving

· The jobholder will apply standard procedures with normally few, if any, options in the application of skills.

· Problems are solved by applying standards/established practices and procedures or operating instructions. This position is required to concentrate and pay attention to detail, but little innovation is required.

· Problems are solved by applying principles of circulation policies and procedures and where necessary in consultation with Manager Library Services.
Specialist Knowledge and Skills

· Job specific skills and knowledge would normally be gained through on-the-job training and experience, or through short courses completed at TAFE.

Management Skill

· The position is responsible for own work and not required to direct or supervise other personnel.

· The position requires extensive, ongoing cooperation, coordination and communications between supervisor and other staff for work production or service quality.

Interpersonal Skills

· This job requires communication skills which enable the position to exchange/explain information and explain situations.
· The position is required to interact with the members of the public, local businesses and employees of Council from other departments.
Qualifications and Experience

· The jobholder may have attended short courses in library operations or be undertaking a technical college certificate as completion of a structured training program in a work-related area.

· The preferred qualifications for the position, is the completion of Year 10 (School Certificate).
CORPORATE VALUES
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SELECTION CRITERIA

Essential Criteria

· Completion of School Certificate (or Year 10 equivalent)
· Demonstrated experience in customer service role

· Class C drivers licence

· Demonstrated ability to liaise effectively with the general public

· Demonstrated ability to plan and evaluate own work

· Demonstrated ability to work well as part of a team

· Good time management skills

· Sound computer skills, including use of internet

· Previous experience supervising children’s activities

· Demonstrated ability to work unsupervised
· Understanding of workplace health and safety (WHS) practices and Equal Employment Opportunity (EEO) principals
Desirable Criteria

· Previous library experience

· Working knowledge of library shelving procedures

· Experience recording statistics

· Ability to use office equipment, including fax, scanner and photocopier
CONDITIONS OF EMPLOYMENT

Salary

The position has been evaluated as Band 1 Level 2 in accordance with the NSW Local Government (State) Award.
HOURS

This is a permanent part-time position of between 29 and 31 hours per week.  Hours will be as per the library roster and will include regular Saturday work.  The rostering of these hours is determined by the Manager Library Services and may change in line with the needs of the service.  
The library is open during the following hours:

· Monday to Friday

9am to 5.30pm

· Saturday


9am to 1pm

Some variation in work hours will be required from time to time to ensure the effective and efficient operation of the library.
PRE-EMPLOYMENT SCREENING

Prior to commencement with Council it may be necessary for shortlisted candidates to undergo the following pre-employment screening (at Council’s expense):

· Medical examination (which includes drug and alcohol testing)

· National Police Check

· Psychometric testing (emotional intelligence, behavioural profiling and cognitive ability)

PERFORMANCE AND DEVELOPMENT REVIEW

A performance and development review will be undertaken on a yearly basis utilising performance indicators outlined above and will include formulation of a career path and training plan.

VERIFICATION

This section verifies that the position holder has read the above position description and accepts the role and associated responsibilities contained within this document.  The position holder agrees to work cooperatively under Council’s policies and procedures including work health and safety, equal employment opportunity and code of conduct.

Position Holder:
Name

_______________________




Signature
_______________________
 
Date       /       / 
POSITION DESCRIPTION
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