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Job Description
	Job title:
	Library Assistant; Issue Desk Academic Services

	Department/School:
	Library

	Grade:
	3

	Location:
	Library


	Job purpose

	The post holder will work as part of a small team of staff who carry out all the Library’s Issue Desk processes, procedures and user support.  Specific duties include: Library materials’ issues, returns, reservations and processing; management of our high demand Short Loan Collection; Library card production, issue and administration; handling financial transactions; and acting as the Library’s first line enquiry point.  
The Library building is open 24 hours a day, with all its services staffed during office hours and with extended service hours during semester time.  The Library building and Library services have consistently high use and occupancy, and the work of the Issue Desk team is essential in supporting the Library’s mission to deliver ‘access to the world’s knowledge through excellent services, 24/7, for the advancement of education and research at the University of Bath.’  The team’s role is critical to the Library’s aims to ‘Collect materials and enhance services to make quality information readily available and accessible’; and to ‘provide advice, advocacy, expertise and skills training in using and exploiting information sources.’



	Source and nature of management provided 

	Responsible to the Head of Library Academic Services; reporting to the Reader Services Librarian.



	Staff management responsibility

	There are no direct line management responsibilities for this post.  However members of the Issue Desk team provide training for our student employees and placement students and an advisory role for their work at the Issue Desk.



	Special conditions 

	The work is physically demanding and requires lifting and moving of books and journals and standing for long periods.  



	Main duties and responsibilities 

	To work as an effective member of the Issue Desk team in carrying out the following duties of this post:

	1
	To issue, renew and return books using the Library Management System, and other IT systems and technologies as appropriate.


	2
	To handle fines and payment of other library charges.


	3
	To produce, issue and amend library cards and user details in the Library Management System.


	4
	To maintain the effective circulation of library materials through implementation of routines and procedures.  To support users, and respond to their enquiries on these processes.


	5
	To support library users in their use of library services, including: self-issue machines, the library catalogue, photocopiers and printers. 


	6
	To support library users by handling general service, reference and directional enquiries, in person, by phone, e-mail or other automated systems.



	7
	To identify and refer in-depth subject and resource enquiries to appropriate staff within the Library’s Academic, Operational or Research Services sections.


	8
	To assist with collection development and management processes as required, eg Library materials reviews, checking and auditing.


	11
	To maintain excellent communications within the Issue Desk team and with other library staff by passing on pertinent information in an effective manner.


	12
	To maintain an equitable and consistent service by following established procedures and guidelines.



	13
	To demonstrate excellent customer care in all aspects of your work, to ensure a high quality library service to all Library users.



	14 
	To contribute to the maintenance of a safe environment within the Library, by following Health and Safety procedures and guidelines, and by noting and reporting any potential concerns observed within normal working areas.



	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your Line Manager or the Head of Library Academic Services.   
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Person Specification

	Criteria: 
	Essential
	Desirable

	Experience/Knowledge

	
	

	Have experience working in a library or related environment

	
	(

	Have experience of working positively with customers in a service environment

	(
	

	Have experience working effectively as part of a team

	(
	

	Skills

	
	

	Demonstrate excellent customer care skills
 
	(
	

	Communicate effectively with all levels of staff and users

	(
	

	Demonstrate good IT skills, with ability to use effectively: library systems, catalogues, email and other related technologies


	(
	

	Demonstrate good numeracy skills, and clear attention to detail and accuracy of your work


	(
	

	Have a proven ability to follow procedures and work to established guidelines


	(
	

	Work effectively and co-operatively as part of a team


	(
	

	Work efficiently in a busy environment


	(
	

	Effectively prioritise tasks within your role


	(
	

	Have the ability to undertake physically demanding work


	(
	

	Demonstrate commitment to equal opportunities


	(
	


	Effective Behaviours Framework
The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation.   Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:

Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.  

	Delivering excellent service:

Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.  

	Finding innovative solutions:

Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.  

	Embracing change:

Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas. 

	Using resources:

Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.

	Engaging with the big picture:

Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.  

	Developing self and others:

Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University. 

	Working with people:

Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills.   

	Achieving results:

Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.  
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