ROLE DESCRIPTION





 
Post:




Library Assistant









Sector/Section:


LIBRARY 

Grade and Salary Range:

Scale 3/4, SCP 13-21 
Full time/Pro-rata


Full-time (Term-time only plus 2 weeks)
Line Manager:


Director of Quality  
Location:



Based at Millennium/Woodbury/University Centres 





but may be required to work at any of the College 





Centres.
Hours of Work:
As required.  Flexibility is required as there will be occasions when evening working will be required. 
Purpose of Role:
To support teaching, learning, and student achievement through the delivery of an efficient, professional, and student-focused Library service. 
The role involves providing first-line support to students and staff in accessing and using the library and learning resources. The postholder will support the development of digital and information literacy skills.
The postholder will contribute to creating an inclusive, welcoming, and supportive learning environment that aligns with the college objectives and enhances the overall student experience.

Further Education is a dynamic and evolving sector, and the College continually adapts to meet changing priorities and learner needs. The postholder will therefore be expected to work flexibly and undertake responsibilities appropriate to the role as required.
Specific duties of the role:
1. Support the day-to-day operation of the library, delivering excellent customer service and a proactive, responsive experience for all users. 
2. Work flexibly across college libraries, adapting to changing service needs and supporting the development and delivery of a wide range of library services.
3. Manage physical and digital library resources through the effective use of the Library Management System. 
4. Support students and staff in accessing and using library facilities, resources, and digital services, maintaining up-to-date knowledge of all available services and resources. 
5. Maintain a welcoming, organised, and accessible library environment, including regular shelf management and tidying activities. 
6. Provide front-line IT support for students and staff, assisting with IT queries and referring users to specialist IT services where appropriate. 
7. Undertake general administrative and clerical duties as required. 
8. Take responsibility for opening and closing the libraries in accordance with college procedures.
9. Assist with collection management activities, including stock maintenance and resource organisation. 
10. Work collaboratively with Librarian to promote library services, campaigns, resources, and events, including the creation of displays and publicity materials. 
11. Contribute to the development and delivery of induction programmes and information/digital literacy initiatives. 
12. Promote positive student behaviour within the library by maintaining a purposeful, inclusive, and supportive learning environment, working in line with college safeguarding procedures and alongside wider pastoral teams. 
13. Maintain competency in the use of college systems and online learning platforms. 
14. Demonstrate initiative and accountability by taking ownership of responsibilities, making informed decisions, and working effectively with minimal supervision. 
15. Monitor and update library online learning environments in partnership with librarian as required. 
16. Undertake any other duties appropriate to the role, as directed by the Line Manager. Including supporting business needs in other areas as directed, e.g. invigilation, enrolment and open events.
ROLE RESPONSIBILITIES
	
	
	Job evaluation Reference (for

Office use only)

	Resources

 Responsibility for Equipment/Materials/Health Safety/Accommodation

· Maintain safe working practices and undertake any specific duties allocated to you under the College Health and Safety Policy and Procedures.
· Be responsible for promoting and safeguarding the welfare of all learners for whom you have responsibility or with whom you come into contact.

	
	

	Contacts and Relationships
a) Internal 
	
	

	· All College staff and students.

	
	

	b) External
	
	

	· Suppliers

· Ensure commitment to customer care at all times.
	
	


	Information/Co-ordination

	
	

	· Maintain confidentiality

· Ensure compliance with Data Protection Act.

· Ensure compliance with Computer Misuse Act.
	
	

	
	
	

	Self and Professional Development

	
	

	· Participate in Staff review and take opportunities for self-development.
	
	

	
	
	

	Quality/Equality of Opportunity

	
	

	· Meet quality standards set in the Service area.

· Ensure commitment to customer care at all times

· Take responsibility for continuous improvement in area of responsibility

· Ensure compliance with the Bury College Single Equality Policy

	
	


	PERSON SPECIFICATION
	
	    Method of

	
	
	    Assessment

	LEARNING RESOURCE CENTRE ASSISTANT
	
	

	
	
	

	QUALIFICATIONS
	
	Application Form 

	
	
	

	· A good general standard of education including GCSE Maths and English Grade A*-C (or equivalent) or Level 2 Literacy and Numeracy is essential

· Level 3 qualification in any discipline, or equivalent work placement experience.
	
	

	
	
	

	EXPERIENCE
	
	Application Form/Interview 

	· 12 months work experience is essential
· Experience of working within a busy library or information environment is desirable
· IT experience is essential
· Experience of retrieving information within a library is desirable
· Experience of working with 16-19 year olds to facilitate learning is desirable
· Experience of using and supporting e-resources is desirable 

	
	

	KNOWLEDGE/SKILLS/ABILITIES (Competencies)

	
	

	· Excellent communication and customer service skills, with the ability to engage, support, and motivate students effectively. 
· Strong IT skills, including a good working knowledge of Microsoft Office applications. 
· Excellent organisational skills, with the ability to prioritise workload and work effectively to deadlines. 
· Ability to work independently using initiative, as well as collaboratively as part of a team. 
· Ability to work positively and professionally with a diverse range of students, including in challenging or sensitive situations. 
· Patient, calm, and resilient approach, with the ability to remain professional under pressure. 
· Flexible and adaptable, with the ability to respond proactively to change and evolving service needs. 
· Understanding of safeguarding principles and their importance within an educational environment, alongside a commitment to promoting a safe, inclusive, and supportive learning and working environment.
	
	Interview/Test

	

	
	
	

	PERSONAL QUALITIES
	
	

	
	
	Interview/

	· A committed and enthusiastic approach to work.
· A flexible approach to working and working hours is essential, covering early morning and evening cover as appropriate.
· Commitment to continuously update IT skills is essential
	
	Reference

	
	
	


